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AGREEMENT DETV/EEN 

THE BOARD OF TRUSTEED OF THE SCHOOLCRAFT 
COMMUNITY COLLEGE DISTRICT 

AND 

THE FACULTY FORUM OF SCHOOLCRAFT COLLEGE 



This Agreement, entered into this 21st day of August, 
1972, by and betv;een the Board of Trustees of Schoolcraft 
Community College District (hereinafter called the "Board") 
and the Schoolcraft College Faculty Forum, a local unit of 
the Michigan Education Association and the National 
Education Association, (hereinafter called the "Forum"). 



PREAMBLE 

WHEREAS, the Board and the Forum recognize and declare 
that providing quality higher education consistent with 
community resources for the people of this College District 
is their mutual aim and that the character of such education 
depends, (in part), upon the quality and morale of the 
professional personnel, and 

WHEREAS, the Faculty recognize that their primary 
responsibility is to perform their professional duties 
fully, properly, and ethically, and 

WHEREAS, the Board has a statutory obligation, pursuant 
to Act 336 of the Michigan Public Acts of 1947, as amended, 
to bargain with the Forum as the representative of the faculty 
with respect to hours, wages, terms, and conditions of 
employment. 

NOW THEREFORE/ it is agreed: 



( 



i 



ii 



ARTICLE I 



RECOGNITION AND DICFINITION'S 

Section 1 > The Board rocognizes the Forum as the 

sole and exclusive bargaining representative, as defined 
in Section 11 of Act 379, Public Acts of Michigan, 1965, 
for all instructors, counselors, and assistant librarians 
(referred to in this Agreement as "faculty") employed 
full-time by Schoolcraft College excluding all employees 
on administrative contracts, part-time, and substitute 
faculty. References to male faculty shall include 
female faculty. 

Section 2 . For the purpose of this Agreement the 

following terms shall mean: 

a) Faculty Member - the term "faculty member" shall 
mean all instructors, coop-instructors, counselors, 
and assistant librarians employed full-time by 
Schoolcraft College and represented by the 

Forum. 

b) Full -Time Instructor - is an instructor who 
either: 

(1) Teaches one (1) or more courses 'the 
total of v/hich constitutes nine (9) 

or more/ contact hours per semester; or 

(2) Teaches in culinary arts and satisfies 

the definition of a basic load in Article V, 
Section 2 (e) for a semester; or 

(3) Performs the functions of a cooperative 
instructor and satisfies the definition of 
a basic load as defined in Article V, 
Section 2 ( f } for a semester ; or 

(4) Performs the function of an automotive service 
laboratory instructor and satisfies the. 
definition of a basic load in Appendix L. 

c) Full-Tim e Coun selor ~ the term "full-time counselor" 
shall mean a counselor who is employed by 
Schoolcraft College under a probationary or full 
status contract for a twelve (12) month" period and 
who has a regular v;ork load of thirty-five (3 5) 
hours a week. 

Ful l-Tim e Assistant L ibrari an - the term "full-time 
assistant librarian" shall mean any assistant 
librarian wiio is employed by Schoolcraft College 
under a prol^ationary or a full status contract for 
a tv;elve (12) month period and who has a regular 
work load of thirty-five (35) hours a week. 
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ARTICLE I (cont'd) 



e) Definition of Instructional Year - an 

instructional college year for the purposes of 
this contract is defined as consisting of the 
fall and winter semesters, an aggregate of 
thirty-six (36) weeks. A semester is defined 
as a period of eighteen (18) weeks, more or 
less, of which sixteen (16) weeks, more or 
less, is assigned. Two semesters constitute 
a thirty-six (36) week contract period for 
all full-time instructors. (See Appendix E - 
College Calendar) . 

Section 3 . The Board agrees not to negotiate with 

any faculty organization other than the Forum with 
respect to wages, hours, terms, and conditions of 
employment for faculty members covered by this 
Agreement for the duration of this Agreement. 

Section 4 . The Forum will continue to represent all 

members of the bargaining unit, equally, without 
regard to membership in the Forum. 



ARTICLE II 
B OARD RIGHTS 

Section 1 . Except as modified by the terms of this 

Agreement, the Board shall retain all rights and pov;ers 
to manage Schoolcraft College and to direct its faculty 
as conferred by the laws* and constitution of the State 
of Michigan and of the United States and encompassed in 
the Beard's responsibility to manage the Community College 
District. These rights and powers shall include, but 
shall not be limited to: 

a) The executive management and administrative 
direction- of its properties, facilities, and faculty. 

b) The hiring, assignment, firing, and suspension 
of faculty subject to provisions of law. 

c) The establislimerit or elimination of curricula, 
courses of instruction, and ^^xtra curricular 
programs. 

The exercise of these rights shall be limited only by the 
•terms of the Agreement and provisions of law. 
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ARTICLE Itl 



FACULTY RIGHTS Alv D_Ri:;- V( I H I LIT I i:s 

Sectio n I. The Board will not discriminate against any 
faculty member with respect to wages, hours, terms or 
conditions of * employment by reason of his membership in 
or participation in the activities of the Forum. 

Section 2 . The Board shall designate bulletin boards 
or adequate portions thereof for the posting of Forum 
business notices or social announcements. All such 
notices or announcements shall bo furni.shed to the Vice 
President of Business Affairs or his designee prior to 
posting . 

Section 3. The Forum shall liave access to faculty 
mailboxes for its business notices and social announcements. 
A] 1 such notices or announcements shall contain the signa- 
ture of a Forum official and a copy shall be furnished to 
the Vice Prosi-lent of Business Affairs or his designee prior 
to distribution. 

Secti on 4^^ The Forum shall, have the right to use College 
faciTitres and equipment for meetings providing the use of 
such facilities and equipment is scheduled through the 
office of Business Affairs. The Forum shall pay any over- 
time costs incurred as a result of the use of college fa- 
cilities, and shall pay for the cost of all materials and 
supplies incidental to the use of college equipment. College 
classified personnel shall not be utilized for Forum business 
during their working hours. 

Section 5 . The Board agrees to furnish to the Forum in 
response to official requests available public information 
which shall assist the Forum in preparing for negotiations. 
The Board shall not be expected to compile information but 
shall provide such information in the form available. 

emotio n 6. Each instructor shall be entitled to freedom 
cf discussion within the classroom on all matters within 
Che Framework of the course being taught, which are rele- 
vant to the course and within his area of competence. 

Sj2ction_7_. Any full status faculty member may request 
a change in departmental assignment to another area within 
his competency by giving official written notice to the 
appropriate administrator with a copy to the appropriate 
Vice President. Such notice must be received prior to 
February 1, of the contract year. Faculty members making 
such a request will be given first consideration fox' any 
existing opening. Assignments shall be inade at the dis- 
cretion of the Board. 
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ARTICLU 111 (cont'd) 



Section 8 > Each faculty momhor shall have the right upon 
reasonable request and notice to review the contents of his 
personnel file, excluding letters of recommendation and 
employment credentials, with an appropriate administrator. 
The faculty member may be accompanied by a Forum representative 
if he so desires. VJhen material is placed in an individual's 
personnel file the faculty member shall be furnished a 
copy of said material and ;;hall have ten (10) days to vsrrite 
a rebuttal v;iiich shall on attached to the original material 
in the file. 

S ection 9 . The Board shall not require any faculty membt»r 
to assume an extra contractual assignment without his 
prior written consent. 

Section 10 . Any and all administrative vacancies will be 
posted. Such notice will contain a list of qualifications 
necessary to hold a position and a closing date for accepting 
applications. The Forum is encouraged to submit a recommendation 
on any person who it thinks is qualified to hold the position. 
Any application and/or recommendation must be in writing, 
addressed to the Director of Personnel. The Board shall have 
the sole authority to fill these vacancies. 

S ection 11 . The presence of cameras, tape recorders or 
similar recording devices during the meeting of a class shall 
be subject to the permission of the instructor. 

Section 12 . The faculty member is entitled to the enjoyment 

of his constitutionally guaranteed rights. When he acts as 

a private citizen, he shall be free from institutional 

discipline. The faculty iaembor, mindful of his responsibility 

to protect his ov/n and the institution's integrity, shall 

exercise reasonable care to show that he is acting as a 

private citizen and does not speak for nor represent the College. 

Se^tioji^ 13^ A faculty member shall at all times be entitled 
♦•J" have present a representative of the Forum when he is 
being reprimanded or disciplined. 
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ARTICLE IV 



FACULTY STATUS 

Section 1 , Probati ona ry Status 

a) Faculty mcmbGrs nhall be employed in a 
probationary status during the first 
two (2) years of their employment at 
Schoolcraft College. Hov;ever , if his 
evaluations should be less than t isf ac tory 
he may be offered a probationary contract 
for his third year of employment. Should 
the third year evaluations be satisfactory, 
the faculty member shall be offered a full 
status contract. 

Section 2. Evaluat ion 

> 

a) During the probationary period, probationary 

faculty mGmborj3 shall be subject to a continuous 
formal evaluat ion . 



b) The following evaluation procedure will be utilized 
by the Office of Instruction and/or the Office of 
Student Affairs in evaluating probationary 
faculty members: 

1) There will be three evaluations per 
year by each evaluator, two in the fall 
semester, one in tlie v;inter semester. 

2) Evaluations will be conducted by the 
appropriate Director, Head Librarian or Vice- 
President for Student Affairs, and by the 
Dopar*:ment Representative. 

3) Evaluations will be carried on in the classroom, 
the Irjljoratory , or other locations where the 
faculivy member performs his duties. 

4) Written reports v/ill.be made of each 
evaluation . 

5) After each written evaluation, a conference will 
be l^eld between the prol^at ionar y faculty member 
and the tv:o ovaluators. The written evaluation 
will be discussed with the probationary faculty 
jrnember and initialed by liim l^efore the evalu-- 

at ion is yp laced in his perrionnel f ile. 

6) The probationary faculty member may make a 
written response to the evaluation. Tlie response 
mu5t bo made v/ithin ton (10) v/orking days after 
the coni'crop.ce with l:he two ovaluators and will 
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ARTICLE IV (cont'd) 



be attaclied to the evaluation. 



7) The evaluation and response will l:>e forwarded 
to the appropriate Vice President. 

8) Student evaluation may be requested by 
either or both of the evaluators or by the 
faculty member. 

9) Where a probationary performance shows defic- 
iencies, the deficiency must be stated in 
writing along with a plan for improvement. 
Such a plan must be jointly formulated by 
both evaluators and presented to the 
probationary faculty member in a conference 
with the appropriate Dean and appropriate 
Vice President. Should the evaluators be 
unable to agree on such a plan , it shal 1 be 
devised by the appropriate Dean or Vice 
President . 

10) Should it be necessary to revise or develop 
an evaluation form, such form v;ill be 
rev ised or developed by the appropr iate Vice 
President in consultation with the Curriculum 
Instruction Committee or Counselors or Assistant 
Librarians . 



Section 3 . Each probationary faculty member will be 
notified in writing by March 15 of one of the following: 

a) The continuation of the probationary 
contract. 

b) The placement of said probationary faculty 
member on a full status contract. 

c) Termination of employment. 

Section 4 . Probationary status may be jterminated in 
the following majiner : 

a) By mutual consent at any time. 

b) By resignation of the faculty member at the 
end of the Instructional College Year, provided 
written notice of such resignation is given 

as soon as possible but not later than forty-five 
(45) days before the end of the Instructional 
College Year. 

c) By administrative action during the course 
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ARTICLE IV (Cont'd) 

of the Instructional College Year. Termination of 
probationary status during the course of the 
Instructional College Year shall be for cause. A 
written notice of termination, setting forth the 
reason for such action, shall be furnished the 
faculty member. Within fifteen (15) days after 
the receipt of such notice, the faculty member may 
request a hearing before the Board by presenting a 
written request to the Chairman of the Board, with 
a copy to the President of the College. The pro- 
cedure set out in Article IV, Section 7 shall be 
followed . 

d) By administrative action at the end of the Instructional 
College Year. The release of a faculty member on 
probationary status may take place at the end of the 
Instructional College Year without recourse to the 
grievance procedure. At least forty-five (45) days 
prior to the end of the Instructional College Year 
the probationary faculty member shall be notified of 
his. release and the reasons therefor in accordance 
with the provisions of Section 3 of this Article, 
l^ithin ten (10) days of the receipt of such notice 
the probationary faculty member may request a hearing 
bt'jfore the Board. Such request shall be in writing. 
The Board shall schedule the hearing with'in thirty 
(30) days from the date of the receipt of such written 
request. In reaching its decision the Board shall re- 
view and consider the employee's probationary evalua- 
tion reports. The Board may consider all other matters 
it deems relevant in reaching its decision. 



Section 5. Faculty members who liave successfully completed 
their probationary period shall be dmployed under a full 
status contract. 

Section 6. F ull Sta t us Facul t y M ember 

a) A full status faculty member shall receive a contract 
that will guarantee his continued services except 

for the following conditions: ' termination, staff 
reduction, retirement, resignation, 

b) An annual salary agreement (See Appendix A) is 
required for use with this continuing contract . 

c) A full status contract may be terminated by the Board 
(See Section 7 of this Article, Procedure for Terminating 
a Full Status Contract) for the following reason'(s) : 

of retirement due to age; or good and adequate cause 
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ARTICLE IV (cont'd) 



(good and adequate cause includes 
immorality, conviction of a felony, 
insubordination, and incompetency) ; 
or as an outgrowth of the suspension 
.procedure, 

d) A full status faculty member may be 

suspended with pay for good and adequate 
cause (See Section 8 of this Article 
Procedure for Suspending a Full Status 
Faculty member) . . 

Section 1 . Procedure for Terminating a Full Status Contrac t 

a) A notice of intention to terminate the contract 
must be furnished by registered mail to the 
Faculty member by March 1. A Faculty member 
may terminate his contract by notifying the . 
Board by April 1. Such notices must be 
accompanied by a written statement outlining 
the specific reason (s) for such action* 

b) Within fifteen (15) days of the receipt of the 
termination notice, the Faculty member may 
request a liearing before the Board by presenting 
a wr i tten request to the Chairman of the Board . 

c) Such a hearing must be held within fifteen (15) 
days after the Chairman has received the request. 
The Faculty member may be represented by counsel, 
by representatives of the Forum and may call 
witnesses. At the. Faculty member's option, the 
hearing may be open or closed. 

d) Within ten (10) days from the date of the hearing 
the Board shall tender a written decision to the 
Faculty member by registered mail. 

e) If the Faculty member is not satisfied with the 
decision of the Board , he may witliin five (5) days 
submit the decision to arbitration by serving 

a written notice to the Board at which time 
• Step Four of the Grievance Procedure shall become 
operable. 

1) All records of these proceedings shall be kept 
separate from the personnel file of the Faculty 
member . 

Section 8 . Proc edure fo r Susp end ing a Full Status 
) Fac ulty Member . ~ 

a) A notice of suspension must be furnished in 
writing by registered mail to the Faculty 

•-8- . ' ■ 




ARTICLE IV (Cont'd) 



member. Such a notice must be accompanied by a 
written statement outlining the specific reason (s) 
for such action. ■ 

b) A hearing before the Board of Trustees shall be 
held not later than the next regularly scheduled 
meeting of the Board. The Faculty member may be 
represented by counsel, by representatives of the 
Forum, and may call witnesses. At the Faculty 
member's option, the hearing may be open or closed, 

c) Within ten (10) days frohi the date of the hearing, 
the Board shall tender a written decision. 

i 

d) If the Faculty member is not satisfied with the 
decision of the Board, he may within five (5) 
days submit the decision to arbitration by serving 

a written notice to the Board at v/hich time Step Four 
of the Grievance Procedure shall become operable. 

e) All records of these proceedings shall be kept 
separate from the personnel file of the Faculty member. 

Section 9. Evaluation of Full Status Faculty 

a) All full status faculty members shall be evaluated 

once every three (3) years by the appropriate director, 
head librarian or Vice President for Student Affairs 
and by. the Department Representative or Ills designee 
in the event of his own evaluation. No more than 
one third (1/3) of the full status faculty shall be 
evaluated in any one (1) academic year, the order to 
be determined by beginning with the top of the 
faculty seniority list and extending to it's 
conclusion; 

1) The evaluation will be based on separate visits 
of not less than one (1) class period during 
the same semester by each evaluator -at a time 
mutually agreed upon between the faculty member 
and the evaluator. 

2) Evaluations will be conducted in the classroom, 
laboratory or other location where the faculty 
member performs his duties . 

3,) Within ten (10) v;orking days after the second 
(2nd) evaluation a joint conference will be 
held between the faculty member and the evaluators. 
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ARTICLE IV (cont'd) 



Their written evaluations will be discussed 
with the faculty member and initialed 
by him before they are placed in his 
personnel file. The faculty member may 
at his discretion have a Forum representative 
present during the evaluation conference. 

I 

4) The faculty member may make a written response 
to the evaluations . The response must be 
made within ten (10) working days after the 
conference with the evaluators and will be 
attached to the evaluations . 

5) Student evaluation may be requested by 
agreement between both of the evaluators 
or by the faculty member. When such an 
evaluation occurs it must take place in the 
same semester dur ing which the -formal eval- 
uation has occurred. Such an evaluation must 
include all classes currently being taught 

by that instructor, or a sampling of fifty 
(50) students from that counselor ' s load . 

6) Where performance shows deficiencies, the 
def iciencies must be stated in wr i ting along 
with a plan for improvement. Such a plan 
must be formulated by the evaluators and 
presented to the faculty member in. a conference 
with the Director or Head Librarian and the 
appropriate Dean and appropriate Vice President, 

7) The form (s) necessary to carry out the 
evaluation shall be developed by the Forum 
Senate at which time they shall become 
appendices to the Master Contract. In any 
event, such forms shall be completed and 
available for use by November 1,1972, but 
in no case later than the beginning of the 
1972-73 Winter Semester. 



Section 10. Staff Reduction 



A) Seniority 
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A faculty member shall be entered on the 
seniority list of the College from his 
initial date, of full time employment. In 
case of equal seniority higher rank shall 
be determined alphabetically beginning with r- 
the letter Ap 

Sen ior ity rank shal 1 be maintained dur ing 
absence from the College due to staff reduction. 
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3. A faculty member shall lose seniority 
with the College if he resigns, quits, 
is discharged or is laid off for longer 
than three (3) years. 

4. A faculty member shall accrue faculty 
seniority only for the time during which he 
was employee^ as a full time faculty member, 
on a professional leave or on involuntary 
military leave . 

B ) Reduction of Faculty 

1. Whenever necessary, because of insufficient 
student enrollment as defined in paragraph D 
below, to decrease the size of the full time 
faculty in any discipline, (e.g. economics) 
counseling service or library facility, the 
Board, upon recprrunenda t ion of the President 
may lay off'the necessary number of faculty 
in the discipline (s) or areas affected . 

1. The placemc^nt of faculty 

in the affected d iscipline or area 
on lay off shall begin with, probationary 
faculty in that discipline or area, 
and then full status faculty from that 
discipline or area in inverse order of 
their seniority. 

2. Whenever necessary to decrease the si^e of 
the full time faculty staff because of insuffic- 
ient funds, the Board, upon recommendation of 
the President., may cause the necessary number 
of faculty , beginning with those serving 
probationary periods, to be placed on lay off 
without pay, but only in inverse order of their 
accrued faculty seniority. Should it become 
evident that a particular department will be 
unable to function because of senior i ty reduc- 
tion of- staff, inter-departmental transfers 
of qualified staff members shall be allowed. 
If a position cannot be filled u'^ith a qualified 
s taf f member in accordance wi th senior i ty an 
instructor with lower seniority may be retained 
in order to maitiitain continuc.nce of the program. 
Should this not resolve the problem, the Bo^rd/s 
representatives shall negotiate with the 
Faculty Forum for a satisfactory solution. 

3 . Relation to filling posit io ns, Supplementals 
and Pa rt -time Faculty . 
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A fdculty member about to be laid off shall 
he given pre fere nee based on seni ori ty for 
another full-time position for which he/ is 
qualified. The secondary faculty member 
affected by this procedure shall also have 
the right based on seniority; and qualifications 
to displace (bump) -a faculty member. The 
last faculty member affected shall then be 
the one who is laid off. 

A faculty member who does not have a full 
load in any given semester shall be given 
priority to acquire a full load by assuming 
any open class or classes which he is 
qualified to teach. 

A f acu Ity member who is on lay off shall be 
given preference as a part-time instructor 
to ^ teach courses for which he is oual i f ied 
at the Supplemental rate. 

C) Reinstatement of Faculty Members 

1. When circumstances shall be appropriate each 
faculty member placed on lay off, as 
aforementioned, shall be. reinstated in inverse 
order of his placement on lay of f . 

2. Faculty members who return from lay off defined 
above , shall not be subject to loss of credi t 
for previous years of service. 

3. The Personnel of f ice shall notify faculty 
members on .lay off of openings for which they 
are qualified. No ,new appointments shall be 
made where there are available faculty members 
on lay off who are qualified to fill the va- 
cancies, unless such faculty members shall fail 

to advise the Personnel Office of their acceptance 
of employment within IL5 calendar days from the 
' date of mailing of their notification. .Such 
noti fi cation shall be sent by registered mail^ 
return receipt requested. 

i 

4. If more than one qualified faculty member on 
lay off applies to fill a vacancy, the . 
applicant having the greatest seniority shall 
be offered the position. 



b) 
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I>) Insufficient enrollment is defined as one of 
the following : 

1) . In the second consecutive semester in 

which every member of a given discipline did 
not have a basic loacJ staff reduction may 
be implemented. Such notice of layoff 
must be given no later than March 15th. 
This means that the layoff becomes effective 
with the beginning of the next instructional 
year. 

2) In case any member of a given discipline 
cannot be assigned any part of a load, 
staff reduction may be implemented to 
take effect at the end^ of that semester. 

3) Should the head count load for counselors 
fall below an average of 200:1 (based on 
day head count) for two (2) consecutive 
semesters then staff reduction may be 
implemented. Such notice of lay off must 
be given on or before March 15th. This 
means that the layoff ■ become.s effective 
with the beginning of the next instructional 
year. 
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FACULTY LOAD AND ASSIGNMENTS 

Section 1 . Length of Class Session - A class scheduled 
for one hour shall include fifty (50) minutes of instruction 
and ten (10) minutes of passing time. In classes scheduled 
for more than one (1) hour in the same session, the 
instructor may schedule a break equivalent to ten (10) 
minutes per hour for each hour except the last hour v;here 
the ten (lO)minutes shall be used for passing time. 
Any variation must have the approval of the instructor 
and the appropriate director or dean. 

Section 2 . The basic load of a faculty member shall be 
one of the following: 
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a) Faculty members who ^re assigned lecture courses ■ 
exclusively shall have a basic load of fourteen 
to sixteen (14-16) contact hours per semester, 
with a minimum of thirty (30) contact hours 

. . for the Instructional College Year . Provided , 

however, that the English Composition Courses ' 
(English 51, 85, 101, 102, 116, 201,202) shall 
be equated on thfe basis of four/ (4) contact 
hours for each three (3) contact hours tauglit. 

b) Faculty members who are assigned either laboratory- 
• loctiire courses, or a combination of lecture and 

lecture-laboratory covirses, or combinations of 
lecture and laboratory courses shall have a basic 
load of fifteen to sixteen (15-16 ) contact hours 
per semester, with a miniryum of th-irty (30) 
contact hours for the Instructional College Year. 

c) Faculty members v;ho are assigned courses in health, 
and vocat ional-tecl"inical areas (Budget Series 

200 and 300, excluding culinary arts) shall have 
a ba s ic load of sixteen (16 ) contact hour s per 
semester with a minimum of thirty-two (32)* contact 
hours for the Instructional 'College Year .The 
basic load for instructors in the associate degree, 
practical nursing and medical records programs 
shall be thirty-two (32) contact hours averaged over 
the Instructional College Year. Any hours over 
tliir ty-two (32 ) for the f Instructional College Year 
shall be considered an overload and compensated for^ 

i 

d) Faculty members who are assigned to any of the 
following programs shall have a basic load of thirty- 
five (35) clock hours per week: 

(1) Assistant Librarians 

(2 ) Counselors 

e) The basic load for instructors \\^ho teach in Culinary 
Arts is the time required to perform all duties 
necessary to meet their assigned schedule. The 
time required to perform their duties exceeds 
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a thirty-five (35) clock-hour v/eek. (Gee Article 
12 , Section 10) . 

f) Faculty meinbers performing the function of a co- ' 
operative education ■ instructor shall be assigned at 
least forty-five (45) but no more than sixty-five 
(65) cooperative students a semester. For purposes 
of establishing an underload or an overload three and 
one-half (3 1/2) students shall be equated to one (1) 
contact hour per semester . Cooperative education 
instructors 'having less than the minimum number of 
assigned students in a semester may be assigned an 
additional class in accordance with Section 3 of this 
Article in order to meet, the requirements of a 

^ basic load. For every three and one-half (3 1/2) 

students in excess of sixty-five (65) the cooperative 

education instructor shall be compensated for one 
(1) hour of overload. 

g) Cominunity Service program assignments shall not 
be considered as part of a faculty members load. 

Section 3. The basic load of an instructor shall' be scheduled 
prior to registration. The basic load shall not include 
combined courses taught in one assembly unless otherwise agreed 
to by the instructor. No class offered may be cancelled until 
formal registration is completed. Should the load of an 
instructor be less than basic load.-at any time he shall be 
assigned an open day or evening class or classes to establish 
his basic load. When such assignments are made: 

a) No more than one (1) class per semester shall be 
assigned outside of the time span as set out in 
Article V, Section 9a; unless mutually agreed to. 

b) Such assignments are made in consultation with 
instructor . . 

c) No classes within a discipline will be assigned to 

' ajiyone outside the bargaining unit until basic loads 
within that discipline are satisfied. 

Se ction 4. For the purpose of establishing a basic load, 
courses taught in combination in one assembly shall be treated 
as one course or section and shall be given the weight of that 
course or section haying the greatest number of contact hours. 
Where multiple sections of the same course are assigned to an 
instructor to he, taught in one assembly, the combined sections 
shall be treated as separate sections for the purpose of 
establishing a basic load. 

S ectio n 5. If, in scheduling the load of an instructor to 
meet the requirements of a basic load, the instructor 
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is schedulod to teach contact hours in excess 
of the maximum necessary for a basic load in 
Section 2 of this Article, the contact hours in 
excess of the maximum necessary for a basic 
load shall be considered overload. 

Section 6 . A course preparation is the time needed 

to prepare one (1) or more sections of a single 

course or combined sections of two (2) courses taught 

in one (1) assembly. The number of course preparation^ 

assigned to ah instructor ps part of his basic load 

at any one time during a semester shall not, except 

by mutual agreement betv/een the faculty member cipid 

the appropriate administrator^ exceed three (3) preparations 

provided: 

a) ' Multiple SGCtionsI of the same course 

taught in one (1) assembly or combi.ned sections 

of two (2) courses taught in one (1} assembly 

shall be the same as teaching one section of one (1) 

course and shall only be considered as one (1) 

preparation . 

j • • ■■ 1 

b) Preparations in Physical Education shall be 
set at four (4 ) . 

c) Preparations in the Apprenticeship Program 
shall be set at five (5). Wliere these courses 

• are taught in combination with course offerings 
in other disciplines single preparations shall 
be equated one (1) for two (2). 

d) Applied music courses shall be excluded from 
course preparations. = , 

e) Such agreed upon additional preparations shall 
be compensated for at the rate of three hundred 
($300) dollars. 

Se ction 7 > Where an instructor desires to be assigned to 
teach a class or classes in addition to his basic load, 
such assignment shall be considered as a supplemental 
assignment. Supplemental assignments made during the 
Instructional College Year shall be limited to four (4) 
contact hours per semester or one (1) class per semester 
whichever has the greater contact hours. 

Supplemental assignments made during the Spring or 
Summer sessions shall be limited to either: 

a) One class having more tlian eight (8) contact 
hours per session, or • 

b) Two (2), classes or eight (8) contact liours 
whichever lias the greater number of contact 
hours. 
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Except during the Spring and Summer session which 
will be based on the department rotational policy, 
no instructor may be given a supplemental assignment 
prior to registration, and then only after all basic 
loads have been assigned within the department. 

Section 8 . Prefer<^nce shall be given for supplemental 
teaching assignments to full-time members of the 
instructional staff provided such assignments fall 
within their area of competence. 

Section 9 . Faculty Working Day/Week The professional 
obligations of a faculty member shall be fulfilled 
between the hours of 8:00 a.m. and 5:00 p.m. Monday 
through Friday. Faculty members are not required to 
be physically present at all times during these hours. 
Nothing herein shall prohibit an instructor from 
accepting a seven (7) hour span outside these time 
limits as mutually agreed to between an instructor and 
the Administration. 

a ) The time required to fulfill an instructor ' s 
basic load shall not exceed a span of seven (7) 
hours . 

b) The work day for counselors and librarians shall 
consist of seven (7) hours exclusive of lunch 
hours. The college reserves the right, when 
necessary, to include one (1) evening per work 
week as a regular extension of the work week for 
counselors. This extension of the work week 

shall be copipensated for either at the rate indicated 
under Article XII, Section 10, or through the use 
of compensatory time. 

■ c) Betv/een the hours of 8:00 a.m. and 5:00 p.m. and 

without the consent of the instructor, an instructor 
will not be required to teach in continuous sequence: 

(1) A lecture class or classes for more than 
two (2) consecutive hours. 

(2) A lab-lecture or laboratory class for more 
than three (3) consecutive hours. 

(3) A lecture hour immediately preceding or 
''following a separate laboratory session. . 

Instructors in Health Careers and Culinary Arts 
Programs, and instructors teaching outside of 
tlie college week are expressly exempt from these 
provisions . 

Section 10. Off ice Hours. The instructor shall post at 
least five (5) office hours during tlie college v.'eek in 
whicli students jaay make appointments. In the event 
an instructor is unable to meet all or part of a scheduled 
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office hour, ho shall post suitable not it ication • 

Section 11. Extra Curricular Activities, Each faculty 
.-nember shall be assigned to not more than one (1) 
extra curricular activity per college year. Such 
activities shall include and be limited to dances and 
student club sponsored activities. Assignments shall 
be made by the Vice President of Student Affairs or 
his designee. 

Section 12. Attendance at Form «il Ceremonies. It is 
expected that all faculty will be in attendance at the 
College graduation ceremonies. Formal receptions oi: 
dedications may be attended by the faculty on a 
voluntary basis. 

Section 13. Counseling/Advising - The counseling and 
advising of students shall be the responsibility of the 
Vice President for Student Affairs and the Director of 
Counseling . 

a) Whenever the Vice President for Stu^lcnt 
Affairs and the Director of Counseling 

deem it necessary, they may seek the assistance 
of full status instructors to Assist with the 
advising of students. The decision as to the 
number of instructors necessary shall be made 
by the Vice President for Student Affairs and 
the Director of Counseling. 

b) Such additional advising responsibility shall 

be considered as an extra contractual assignment 
to be paid to the instructor at the rate of 
One Hundred ($100) Dollars per semester. 

c) The Board shall make every effort to maintain a 
student counselor ratio of 400:1 (based on day 
head count) . 

Sect ion 14. Facul t y Absence s - It is expected that all 
scheduled .class and/or office commitments will be met by 
the faculty member. Absences from classes or office hours, 
except in case of personal illness or emergency shall be 
arranged at least 24 hours in advance with the appropriate 
director or dean. In the case of personal illness or 
emergency, the appropriate administrator shall be notified 
as far in advance as possible of the first class or 
office commitment to be missed. 

Section 15. Cj^a ss Siz e , - Class size will be established 
at no more than thirty-two (32) students in any recitation 
section and no more than twenty-nine (29) in any English 
Composition section . 
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However, no instructor's assignment shall exceed 

an average of thirty (30) students per recitation 

section or twenty-seven (27) per English Composition 

section. In no case shall the number of students in 

a laboratory section exceed the number of fixed stations 

contained in -the room to which the laboratory section 

is assigned. Nothing contained herein shall prevent 

an instructor from accepting additional students 

as aarcod upon between the instructor and the student (s) . 



Section 16 . Re-Assigned Time 

a) The value of reassigned time in the form of 

a reduction of basic load, to pursue problems 
essential to college functioning, is recognized 
by both parties. 

b) In determining his recommendations on request 
for reassigned time, the appropriate director 

■shall consider the following items: 

(1) Identification of the problem. 

(2) Organized plan to approach solution. 

(3) Significance and degree of innovation 
involved in solution . 

c) Once the request for reassigned time has been 
approved by the Director the recommendation will 
be subject to the approval of the appropriate 
Vice President. 



Section 17 . Registrat ion - Faculty members shall not. be 
assigned any clerical duties during registration. However, 
this provision in no way precludes the possibi?-ity of 
faculty itieinbers volunteering their services. A faculty 
member, if he wishes; may assist the Vice President for 
Student Affairs and his staff in any capacity. 
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:3 action I. Oot^rircnic:.:,:-: v.vill be established in 
^ accroranncc' wi tn the follov/ing: 



2. Bioloyy i. 

3. Chorristry 

4 . Geolocjy/Physics/Gooc raphy 

5. Art /Music 

6. Spcech/Drniuj/L.Mi iii.:o 

7 . Kno 1 i :-h / !v::a^:in j 

8 . Accoijn 1 2 :uj : 'r. t: i .''j.w :s in^; /(.;enera 1 Bus mess /Co-op 
9. Soc. Scion j^;^ 

10. Iioalth C-rj-rr.s: ii\ijtical Nursing, 
Medical He jords , Occupational Therapy , 
A.D. :3ur5i:;;: 

11. Arc;*: ''Civil 7':-c;;/A Jtoraot ive 

1 2 • Hrat '^ing 'M:\* . - v;elding/F:ioctronics/R, I . 

1 3 . His tory/:^hi I ::-^ophy /Political Science 

14 . Econor.ucs/Sociology/Psychology 

15. Physijnl Kdw^cation 

16 • Counselor."//-.: h t . Librar ians/Cul . Arts 



Sectio n 2. \<::K:r. a v.ica:;cy ccciirs, a Dopartiment Representative 
s*hall be elected ii'oir, thj full-time rnonibers of a department by 
a majority voLo of all full-ti'.ne ine:-:bers of the department. 

St>ction 3. I'hc- term of office of tlie Department Representative 
slTall be for one (1) year commencing on the 15th of Septemiber. 

■T^wi^tioii 4^ The .DopartHient Representative shall assist the 
ixpprc^prTa te ci.i:Tiin.i *it rr:tOL* i n the followi ng: 

a) Analyrns of staff needs and recommendations con- 
cerning i ndi vi«iual s to fill full time vacancies . 

b) To formulate recommendations for the Office of 
Instruction in the planning and equipping of 
facilities \:\\.it n:i\- be utilized by the department. 

c) The fr tnaiKuion of the (Ljpartmental bud^iet roi'iuest. 

d) Coopo-r.Ke i\^ y.'r.o i*t.').mulation of and, when 
ivriUJc-^.'-ir y . aAti-rat Ion of master class schedules 
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for the department, 

e) The participation in (and attendance at) 
departmental meetings. The Department 
Representative shall conduct at least one 
meeting per month. 

Sec tion 5 , Department Representatives shall be paid 
$200 andean additional $20 for each additional full 
time faculty member assigned to his department. 

The Department collectively shall: 

1. Establish Textbook policy, 

2. Formulate recpnunendations to be made to the 
Curriculum Instruction Committee (See Article VII) 
regarding curriculum or course changes within 

the department. All recoimnendations shall be 
furnished to the Director or the appropriate 
administrator for comments prior to presentation 
to the Curriculum Instruction Committee by 
the Department Representative, 



ARTICLE VII 

CURRICULUM INSTRUCTION C0M14ITTSE 



Sec tion 1, In order to facilitate comm.unications 
betv/een the faculty and the administration concerning 
instructional and cu):riculum development, a- Curriculum 
Instruction Committee v/ill be maintained ^ 

Sectji.oii^_2^. The coromittee will consist of tv/enty (20 ^ ■ 
riombers including eight (8) administrators; four (4) 
departjaent representatives from the Applied Sciences area; 
five (5) departiaent representatives from Arts and Sciences; 
one (1) coruiselor, and tv;o (2) students. The eight (S) 
administrators shall include: the Vice President of 
Instruction (who shall serve as chairman of the committee); 

the Director of Corrimunity 6ervj.ces; tv;o (2) Deans, namely. 
Dean of Applied Sciences and the Dean of Arts and Sciences, 

and four (4) Directors of Instruction. 

Sectj^on^. The conLmittee shall be advisory to the Vice Pres- 
ident of Instruction and shall act upon all curriculum and 
course changes proposed by the depairtments and /or the Office 
of Inst.ruction prior to rec<XiLmendations being made to the 
Presideni: and the Board, The comjiiittee \'ill also consider 
otiier mat tears relative to the curriculujn and instructional 
process. All natters referred to the corrii\*\ittee BhaxI be 
placed on the agenda, 
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ARTICLE VIII ■ 

LEAVES OF ABSENCE 

Professional and Personal Leaves of Absence may be 
granted only for the purposes enumerated in this Article. 
Unless otherwise specifically provided, such leaves shall 
be unpaid leaves of absence. 

Section 1 . Professional Leaves and General Provisions 

Full status faculty members shall be eligible to reauest 
professional leaves. The follovjing general provisions 
shall apply for all professional leaves of absence: 

a) A professional leave of absence may be 
granted for one of the following purposes: 

(1) Advanced study . 

(2) Sabbatical 

(3) Excliange teaching or assignment. 

(4) Foreign Country or Overseas Military 
School teaching or assignment. 

(5) Participation in National Defense Graduate 
Fellowship . 

(6) Other professional leaves: 

(a) An assignment within Schoolcraft College; or 

(b) For employment outside of Schoolcraft College. 

b) Application for a professional leave of absence 
(except sabbatical) shall be filed with the 

appropriate director and -submitted to the President 
through proper dhannels not later than March 1st 
for a leave requested for the succeeding Fall 
semester and not later than November 1st for a 
leave requested for the succeeding Winter semester, 

c) A faculty member shall receive credit for time 
spent on a professional leave of absence for 
purposes of any salary increases granted while on 
such leave . 

'^.] Benefits or rights accumulated by a faculty member 
prior to the effective date of the leave of absence 
shall be carried f orv?ard and cred ited to the 
faculty \member .upon his return. 

e) At lea:;^t sixty (60) days before the expiration date 
of the professional leave, the faculty member must 
submit in v/riting to the President of the College 
eil^iher his intention to return, or request for an 
extension of the professional leave • Failure 
to so coTQply shall constitute termination of employment. 
The only exception shall be in the case of a 
Sabbatical Leave v;here a separate contract containing 
an agreement to retu'cn is signed. 
\ ' • ■ ■ ■ 

' f) Fac ilty rnejiibers who hcive been on a professional 
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ARTICLE VIII (cont'd) 
LEAVES OF ABSENCE 



leave shall not be eligible for another 
professional leave for a; two (2 ) year 
period after their return. 

g) - Unless otherwise specified, all professional 

leaves shall be for a period of one (1) 

year . However , with the approval of the 

President , such leaves may be extended for 

an additional period not to exceed one (1) year. 

h) A faculty member returning from a professional 
leave of absence shall return to his former 
position or one of like status. This is subject 
to the provisions of the staff reduction article. 



Section 2 . Advanced Study - With the approval of the 
President an eligible faculty member may be granted a 
leave of absence without pay for advanced study. 

Section 3 . S a bba t ica 1 Leave - The purpose of a sabbatical 
leave is to provide for professional growth of the faculty 
that is not possible v;hi]e teaching a basic load or 
fulfilling a fulI-^-time appointment. The sabbatical leave 
should not only be of value to the individual but must have 
an impact on the quality of instruction at . Schoolcraf t 
College. Sabbatical leaves may be granted for advanced 
study, research or other cognate purposes. 

Sabbatical leaves may be granted for the Fall and/or Winter 
Semester for instructors, and for periods of six (6) or 
twelve (12) calendar months for Assistant Librarians and 
Counselors. Payment for such leaves v^ill be at full 
salary for a semester for instructors and for a six (6) 
month period for Counselors and Assistant Librarians, and 
at the rate of one-half (1/2) pay if for two semesters 
or for twelve (12) calendar months . 

a) Sabbatical leaves may be taken at seven 
(7) year intervals. To be eligible for 
a sabbatical leave a faculty member must 
liave been employed for seven (7 ) conse- 
cutive years by Schoolcraft College. Time 
spent on leave without pay sha 11 not count 
toward cons ideration for sabbatical ].eave * 

b) All requests for 5iab]:)atical leaves shall be 
submitted to the appropriate Vice President, 
who in turn will present the request to the 
Sabbatical Selection Coirmii ttee. The initial 
request shall include: 

l 

(1) The nature of the leave. , ; 

(2) ^ The outline of the experiences to be 
provided the applicant. 

Q (3) Tlie anticipated value of the I'.ave 
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LEAVES OF ABSENCE 

to the College. 
(4) The timing and length of the leave. 

c) The request for a sabbatical leave must be 
filed no later than February 1 of the fiscal 
year preceeding the fiscal year in which the 
faculty member desires the leave. 

d) A Sabbatical Leave Selection Committee shall be 
selected each year to evaluate the r(3quests 
submitted . The Committee shall be composed 

of five (5) faculty members, selected by the 
Foruni, the Dean of Applied Sciences, and the 
Dean of Arts and Sciences . In the event a mem- 
ber of the Selection Committee requests a 
sabbatical leave, he shall resign from the 
Committee prior to the submission of that 
request. 

e) Sabbatical leaves shall be limited to purposes 
that clearly ^ promise reciprocal advantage to 
the College and to the applicant. In making 
their recommendations, the Committee shall also 
consider the following points: 

The extent to which plans submitted for 
use of time while on leave are definitive 
and educationally constructive . 

The extent to whiqh a leave could have an 
immediate impact on the quality of 
instruct j.on or service at the College through 
the faculty member's increased competence in- 
his field and/or instructional techniques . 

The recency of advanced graduate work or 
professional study completed by the applicant. 

Reasonable and equitable distribution of 
leaves across the College organi zat ional 
structure . • 

The Committee has the authority to request addition- 
al or supplemental information from the applicant 
as well as to establish additional guidelines . If 
the Committee feels that a conference v;ith the 
applicant would be helpful, they have the right to 
schedule such an interview. 

f ) Gran ting of Sabbatical Leaves ~ The Sabbatical 
.Leave" Selection Comririttee "^shall submit their 
recommendations to the President. The President 
shall submit the recoii*miendations of the Committee 

O 
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LEAVES OF ABSENCE 



as well as his recommendations to the Board. 
All applicants shall be notified of the 
action of the Board of Trustees by April 1* 

(1) It shall be understood that a 
faculty member on a sabbatical leave 
shall not engage in any remunerative 
work without the written approval 

of the President'. 

(2) During the sabbatical leave, a faculty 
member shall neither accrue vacation 
days nor shall he be eligible to take 
vacation days. 

Section 4 . Exchang e Teachin g or Assignment - Eligible 
faculty members may be granted professional leaves of 
absence for exchange teaching and/or assignments. Such 
leaves must have the approval of the President. 

Section 5 . Foreign Country or Overseas Military School 
Teaching . 

Eligible faculty members may be granted professional leaves 
of absence for foreign country or overseas military school 
teaching • Such leaves must have the approval of the ^ 
President. 

Secti on 6. National Defense Graduate Fellowship and 
^^^■j^Qj^^]_ Science Foundation Program . 

Eligible faculty members may be granted professional 
leaves of absence for up to three (3) years in order to 
pursue a graduate program under a National Defense 
Graduate Fellowship or National Science Foundation Fellow- 
ship. Such leaves must have the approval of the President. 

Section 7 . Othe r Professional Leaves - Eligible faculty 
members may be granted professional leaves in order to 
undertake another assignment with Schoolcraft College or 
to pursue employment outside of Schoolcraft College. Such 
leaves must have the approval of the President. 
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LEAVES OF ABSENCE 



Section 8 > Personal Leaves Defined - Unpaid personal 
leaves of absence may be taken for the following reasons: 



a) 


Health 




b) 


Maternity 




c) 


Illness in the immediate 


family 


d) 


Military Service 


e) 


Public Service 




f) 


Jury Duty 




g) 


National, State oi- local 


teacher association duties 



All personal leaves of absence shall be subject to the 
approval of the President. 

Leaves of absence for (e) and (g) shall be limited to 
full status faculty members. 

Applications for such leaves shall be made in writing and 
filed with the appropriate directo.r for submission to the 
President. 

Unless it is a physical impossibility to do. so before 2/3rds 
of . the leave time has elapsed, unless otherwise specified, 
the faculty member must notify the President of his intention 
to return or his request for an extension of such leave. 
Failure to do' so or failure to return at the end of such 
leave will constitute termination of employment. 

Section 9 . Health Leave - An extended health leave due 
to physical or mental causes which do not fall within the 
sick leave policy may be granted to full status faculty 
members upon the request of the faculty mr^^mber and with the 
approval of the President. Such requests shall be accompanied 
by a written diagnosis by the attending physician. 

Extended health J.eaves may be renewed v;ith the approval of 
the President. m 

Requests for extensions of such leave or notice of an 
intention to return must be accompanied by a physician's state- 
^.^^nt attesting to the faculty member's fitness to resume 
his duties. The College may at its expense require a 
concurring opinion :^rom its physician before agreeing to 
the faculty member's return. In the absence of concurrence 
additional medical evidence may be required at the Board's 
expense from a mutually agreeable source. if said leave 
or extension is denied the faculty member has the right 
to appeal to the Board. 

S ect ion 10. Maternity Leave ~ A faculty member v;ho is an 
expectant mother shall be granted a leave of absence for 
a period not to exceed tv;o (2) semesters beyond the end 
of the semester in v;hich the leave takes effect. Faculty 
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members desiring maternity leaves must notify in writing the 

appropriate director no later than. one (1) month 

prior to the date the leave. is to take effect. 

In an emergency situatiop the above requirements 

would be waived. Whenever possible, maternity leaves 

will be scheduled to commence at the beginning of a 

semester. Return to the College prior to the expiration 

date of the leave shall be permitted only upon the 

advice of ' a physician and the concurrence of the President. 

Section 11 . Illness in the Immediate Family - A leave 
may be granted to faculty members to care for ill members 
of his immediate family upon the request , of the faculty 
member and with the approval of the President. At least 
sixty (60) days before the expiration date of the leave, _ 
the faculty member must submit in writing to the President 
either his intention to return, as agreed, or a request 
for an extension of the leave. 

Section 12 . Military Leaves - Any faculty member who may 
be conscripted into the Armed Forces of the United States 
for military service or training or who enlists therein 
when conscription appears iiMiinent shall be granted military 
leave of absence and shall be reinstated following completion 
of the leave providing it is for the minimum enlistment or 
conscription terra. His salary upon return shall include all 
annual increments accrued under the salary schedule. A 
faculty member who enlists when conscription is not imminent 
may be granted a military leave upon the recommendation of 
the President. Request to return from leave must be made 
at least sixty (60) days prior to the beginning of the semester 
in which the faculty member requests to return. 

When a faculty member must take temporary military leave 
(not to exceed fourteen (14) school days) during the- 
instruc tional college year, the Board of Trustees shall 
compensate the faculty member involved for the difference 
between his pay and the military pay and shall provide a 
su!?::;ti tute for his position if necessary* The manner of 
payment during this period will be specified by the College 
Business Office. 

Sect ion 13. Pu blic Serv ic e - Faculty members may be 
granted" leaves for public service. Written request for such 
leaves shall be made no later than one (1) month prior to 
date such leave would take effect. Public Service leaves 
shall be for one (1) or two (2) semesters and are limited to: 

a) Campaign for public office. 

b) Serving as a. public official. 

-27- 



ARTICLE VIII (cont'd) 



LEAVES OF ABSENCE 

c) fldrving in the Peace Corps. 

Sectidn 14 . Teacher Orrranizat ion Duty - Upon the 
recommenda tion of the President I i faculty member 
may be granted leave for National, State, local 
teacher organization duty and/or employment* 
Sufficient notice must be given to enable the 
Board ^to make adequate provisions for replacement* 
No more than five (5) members of the instructional 
staff shall be allov/ed such leave at any one time. 

Sec tion 15 . Jury Duty - Any faculty member who is 
called for and reports for jury duty shall be paid 
an amount equal to the difference between the faculty 
member's salary as computed on a daily basis and 
the daily jiir^y duty fee paid by the court for each 
day he performs jury duty. In order to receive 
payment under this section the faculty member must 
give the appropriate Vice President prior notice that 
he has been summoned for jury duty and must furnish 
satisfactory evidence that jury duty was performed 
on the days for which he claims payment. The 
provisions of this section are not applicable to any 
faculty member who, without being summoned^ volunteers 
for jury duty. 



ARTICLE IX 

SICK LEAVE, PERSONAL BUSINESS, BEREAVEMENT 



Section 1 .- Sick Leave - Fifteen (15) days per year, 
credited annually, will be granted to each faculty 
member, with accumulation to one hundred twenty (120) 
days. Prior to the exhaustion of the one hundred 
twenty (120) days; should additional days be needed, 
the individual may withdraw additional days from a 
sick leave bank to a combined maximum of one hundred 
twenty (120) days. Application for such withdrawal 
will be made to the Personnel Office upon recommendation 
of the Forum. The bank will be developed, by taxing 
each faculty member three (3) days annually until 
a maximum of one thousand (1000) days is accumulated 
in the bank. When the bank is reduced to a minimum 
of seven hundred fifty (750) days each member will 
again be taxed three (3) days. Each faculty member shall 
be informed by the Personnel Office of his accumulated 
sick leave days and the status of the bank. A faculty 
member requesting days from the Sick Leave Bank must 
submit evidence of need to the President of the Faculty 
Forum with a copy to the Director of Personnel prior 
to approval except when physically impossible to do so. 

Sect i on 2 . Personal Business Days - The number of days 
allO'ved annually for reasons of personal business is 
limited to four (4) days. 

Section 3 . In case of bereavement, the number of days 
granted will be those deemed necessary by the appropriate 
Dean or Vice President for Student Affairs. Leaves 
granted will not be deducted from the accumulated 
sick leave. 
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ARTICLE X 



GRIEVANCE PROCEDURE 

Section 1> Defi nitions 

a) The terra "grievance" shall mean a claim of an 
alleged violation, misinterpretation, or mis- 
application of this Agreement or of an alleged 
violation, misinterpretation, or misapplication 

of existing Board rules, regulations, or policies. 

b) The term "grievant" shall mean any faculty member,* 
group of faculty members, or the Forum asserting the 
claim. 

c) The term "day" shall mean calendar days and shall 
exclude Saturdays, Sundays, and Holidays defined 
in the College Calendar. 

Sect ion 2 . Gcae. al Pro visions 

a) All discussions shall be kept confidential among the 
grisvant , the Forum representative , if any , and the 
administration in the absence of the consent of the 
grievant. 

b) All grievances shall be filed and processed on the 
.forms developed by the Board and the Forum. (See 
Appendix D) 

c) The time liraits indicated at each level shall be 
considered as a maximum; liowever, said time limits, 
livay be extended by mutual consent in v/riting. 

d) If the grievant, the administrator, the board, or 

its designee fails to meet the specified time limits, • 

the grievance shall be advanced to the next step* 

The gricivant, however, may withdraw the grievance 

at any step by notifying the appropriate administrator, 

thereby accepting the decision previously rendered. 

e) All documents , corimiunications , and records dealing 
with a gx'ieva.nce shall be filed separately from the 
personnel files of the grievant. " 

f) The grievant shall at all levels of the procedure have 
the right to counsel • 

g) HecHjrings and confereiices held under this procedure shall 
be conducted at a time and place v;hich will afford 

a fair and reasonable opportunity for all persons, 
including witnesses , entitled to be present to attend. 
When such hearings and conferences are held during the 
Coll-^ge Day, all employees v/hose presence is required 
ho excused for that purpose. 
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(cont 'd) 



h) The primary purpose of this prC'^^icu-i^ is to secure 
at the lowest possible levc;! c.-.juitable r;olutions 
to grievances arising under this Ac:re::irnent . Nothing 
contained herein shall bo construed as limiting the 
right of any faculty mcuiber vrith a cr.levance to discuss 
the matter informally with the appropriate administrator 
or proceeding independently as described in this 
procedure. 

Section 3, Procedur e 

a) In the event that the grievance cannot be resolved 
informally betv/oen the grievant and the o,ppropriate 
administrator or his designee, the grievant shall, 
v/ithin fifteen (15) days from the discovery of the 
event upon v/hich the grievance is based, but in no 
case later than one (1) full seir,'33r.or after the 
semester in which the ev ^nt: occurxcci (oMCluding 
spring and summer terms) , servo a. v.ri'cten grievance 
upon the appropriate aGminiG*:r:vcor and discuss the 
same v/ith such administrator, either ir<^ ividually or 
togv'ither v/ith his Forum T:epresent<=Uuive . Such 
administrator or his designee shaj.l attempt to resolve 
the formal grievance within cAve (5) cr.ys of its 
presentation by filing a '•:r.itto:, rrsponse. 

b) In the event the grievant is not ^^atiir^.C ied wich the 
dispositi^on of the grievance at Step a), ''he grievant 
may, if he is either an instructor or an assistant 
librarian, submit the grievance to the Vice President 
for Instruction or his desigi.'-e v:i":hin ten (10) days 
from the date the griev;n"(.:j v:::;:' £1: jd. If tVio grievant 
is a counselor, the gric.v^T'. ■.: -".y .■;V,''*>: it ^:he g :ievance 
to the Vice Prefiidont lor S^^u^"-. /'/v:.vco or his 
designee v^ithin ten (10) days ;.ro;:i .-.iv:: dr.te the 
grievance was filnd. In aii^har l.ho griavant must 
inform the appropriate V:*cc rrcsi<^c:yit of \;hy he rejected 
the previous ansv^er. W'ithin ten (.10) days from the 
receipt of the grievance, the appropriate administrator 
or his designee shall meet with the i'l^torentod parties 

■ and render a written decision io ; av;'.c::vant . 

c) In the event the grievant is not .i.ed \.'ith the 
disposition of his grievance at r-M.ep b) , ]:0 may within 
thirty (30) days from the date of initial filing submit 
the grievance to the President or his dec-'ignee. The 
grievant must inform the ?rc:-sido'rt or his designee why 
he re jected ^tlie previou55 ouy-^zr. VJiSnin ten (10) days 
from the receipt of the g^.icvonce , the President or 
his designee shall meet the -1 n t ?rcsted parties 
and render a v;ritten deciiiio/i to clie orJ.evant. 

If the grievant is not 3atisf;'0d v/ici^ .ho di^^posi tion 
of the grievcince in Step'c), the g/; r- e may, 
within fifty (50) days from the initial filing, bo sub- 
mitted to arbitration by ser\'ing a ^.ritten request 
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ARTICLE X (cont'd) 



for arbitration to the Ch.^irman of the Board, witli 
a copy to the President. Following the v;ritten 
notice of the request for arbitration the grievant 
or his designee and the Director of Personnel or 
his designee shall attempt to select an arbitrator. 
If mutual agreement on the selection of an arbitrator 
cannot be reach(3cl within five (5) days after the 
date of the request for submission to arbitration 
the arbitrator shall be selected according to the 
rules of the Araerican Arbitration Association. The 
arbitrator shall have no power to add to, subtract 
from, alter, or in any way modify the terms of this 
Aoreomont or any existing Board rule, regulation, or 
policy. He fshail give no opinion with respect to 
any matter left by this Agreeinent or by law to the 
discretion of the Beard of Trustees or administration. 
The result of the decision shall be implomont.od within 
fifteen (15) days of receipt of the decision. 

e) The Board of Trustees and the grievant will each pay 
onG--hr}lf (1/2) the arbitrator's fees and expenses. 
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CON'TPACTF 

Soction 1. h zall-\::.z\<^ coutvcact for thirty- six (36) or 
tbrty-eigPit (cB) v:es;:s b3 issued to all faculty menibers 

as defined in this agreement. Such contracts shall be either 
full stcitus, teiuporciry or probritionary • 

All full-time counselors and assistant librarians v/ill be 
icJiUed tv:elve (12) raonth contracts containing forty-oix (46) 
Vveeks of ansicncd duties, 

a) Pl full status (continuing) contract shall be issued 
to erich f acu.l ty ii.vriber after successfully completing 
their probrrtionary period. Such contract is issued 
only onco and is updated annually by issuing a 
salary addenduin. 

b) I<ev/ faculty n:.".'.«vors v/ill bo irj/i:ued pj/obationary 
contrnct.':; or ;;ch yizar dur'iMg their probationary 
period. 

In thci fj\*. nt that r. faculty merr.ber is not offered the second 
or third irrob:x'cion:\rY coricract, he v/ill be notified in writing 
by r. .-.'ch 15. In the event that a faculty member is not offered 
a A'ull contrr^ct, ha v/ill be notified by March 15. 

Sv:ictiQn SuppleniTiutol contracts v/ill be issued for exten- 

fTibns of t.hcr Instructional College Year and for certain speci-- 
fied rea^oric listed bf:low: 

a) Cvc^::lc:\d \::^:.chi\:-j during the Instructional College 



b) C'y^ :y'::s l:^.>';;^t 1.v:» addition vO r.nd outside of the 

c^o-- :d exLx'c'L ci;rric\ilar asjsignments, 

WZl , iV'oCtion 4 • 

d) Certain ,^:pecifiGd extra preparations, Article V, 
Sceptic n 6 . 



c) 



Sc:frtion-3* ^ \.-ri:.i'C:^:i-x:y (t^-rini^al) contract shall be ii^sued 
tp "'Txljr^ll po^::t}cnrj i.riov:n to be temporary at the time of 
^^mploy^iierit * 

a) h tr:v:povary cc A:lrr:,.ct fOiall i:e is^jucd either: 



vriCLE XI (cont'd) 

(1) In the event of an einergeriCy that results in 
the carnporary absence of a full-time faculty 
racrnber, or 

(2) To teinporarily replace a faculty rciember who is 
on extended personal or professional leave. In 
no case shall a temporary contract be issued 
for a period greater than one (1) year, nor 

may it be renev/ed more than once, unless mutually 
agreed to by the Board Representatives and the Forum. 

When such contracts are issued, the Foruia will be 
notified as to its purpose and duration. 

b) The teraporary contract v/ill be equivalent to a pro- 
bationary contract in the event that a faculty member 
is later issued a probationary or full status contract* 

c) All provisions of the Master Contract v;ill be in full 
force and effect exo^^pt that a failure to renew or 
offer a probationary contract or a full status con- 
tract is not subject to the grievance procedure. 



ARTICLE XII 



y COMPENSATION 

Section 1 . The basic sa.lc'.ries of faculty members covered 
by this Zigreenio.nt -^r.^ c^et forth in Appendix A. 

Section 2 . G eneral Provisions 

a) The salary schedule has four tracks; namely. 
Bachelor *s De^jree or equivalent; Master's 
Degree or equivalent ; Master ' s Degree plus 
30 seiT^oster hours or more; and Doctorate. 

The degree must be earned from an institution 
accredited by a nationally recognized regional 
accreditation association. 

b) Faculty members earnjjig graduate college credits 
in addition to '.hose rised for initial placement 
may file thes.3 cred.i v/ith the appropriate Vice 
President for nov/ ti'c.ck as.signment. Application 
for such nev; assignment must be made within thirty 
(30) days of th-'t opening of each se^aester , and 

must^ be substantiated by an official transcript. 
Contracts shall be adjusted accordingly beginning 
with the semester in which application is made, 

SecJ:ion'_3_. Initial placL^it^/Jrint on a step in an assigned track 
snail be accOiripli::hed in the f ollov/ing m.anner : 

a) For De^T r ee Hold er s - credit for up to seven (7) 
v:ic rs of e: peri'jnce will be allowed upon the 
bssis ol: th-f ::actors 5ict forth below. 

(1) Collecjv^ \-.(.3;ichinq , c:ounseling/ or librarian 
ox^^er .r-:/'ce will be cqviat'^^d one for one . 

(2) Industrial, and/or public school (K-12) 
teaching^ counseling, or librarian experience 
and related non~teaching experience will be 
equated tvjo for three. 

(3) Teachiiig feJ.lovs or teaching a5:si^3tant 
C/.u^vr: \ e-ioe t^?! 11 bo (::ov'iat(;Ki t\vo for tlir ee . 

b) Decr.^e l'::5'.:"''^iiV''^'?t-l?lcj7 - The folio-wing criteria shall 
be ir^ed for gr-jntTng of equivalency: 

(1) To V.e given ci.'edit for a b-7.cca laureate degree 
ll'iC f :M.:ulty ir.eruber I'lUst }iave ].:ee]i employed in . 
a ri ocr:v. ipa i on d i r ec t ly re I a I.- 04,1 to h i s co ii t r ac t 
assiji^i^ertt vor a mi^uiiauva pcrriod of five (5) years. 

(2) To l^e givcii C3:edit for a master's degree, the 

1 n ir: ^ . v:'. c \ J :»r Ktu t >iO "t.d a bc^cc a 1 aur e e\ t e d eg re e a nd 
uiU^r: hdvo l^een employed in an occupation directly 
roIat'K' to cor'tract aoi::ignr^ont for a minimum 
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COMPEt^JS/VriON 



period of four (4) "years. 

(3) Wliere the v;ork experience of the instructor 
exceeds the minimum requirements listed above , 
the excess may be used for track placement 
purposes , but exper ience once allocated for 
equivalency purposes cannot be used again for 
track placement. 

(4) A Juris Doctorate degree shall be equated to 
a Master *s degree. 

c) For either case a) or b) above (degree holders and 
degree equivalency) : 

(1) Any fractions appearing in the total figure 
will be rounded to the nearest whole number. 

(2) The determination of such credit is the re- 
sponse, bil i ty of the appropriate Vice President 
fo].Icv^-.n9 ccnsultation with the Departaient 
Repr^'-scntcit ivG and the applicant. A record of 
experi^:nce .so allocated laust be properly noted 
and made part of the faculty member's personnel 

- record and- a copy v;ill be furnished to the 
faculty member and the Forum within two (2) 
vjeeks of the applicant's first day of employment. 

Sect ion 4 , 

a) Wiien full-time faculty members are employed under a 
3U pp 1 e!T^ e r"? u a 1 c o n t r nc t u a i ag r eein e n t as a co a c h in 
inter-collegiate athletics he shall be paid in 
accordance with the schedule contained herein: 



Bask^. tl^all 




$1400 


Ba ske 'cbci 1 1 As 


sistant 


600 


C ji: o s s C o u n try 




7 00 


Golf 




7 00 


Soccer 




900 


Swimming 




1025 


Tennis 




700 


Wrestling 




.„ 112 5 


V7omen ' s Baske 


tball 


540 


vvomen ' s Field 


Hoc 'ley 


4 50 


Gymnant ios 




700 



b ) hO^en the V.\co Pr 0:s i.cc-nt for Student Af f a i.vs or his 
designee <.^et ermines that a qu al j, f i od ind iv idual 
i s r i'j . ] a i r: » ^1 to .n^ s i \i t in a n i n s 1 1 tu t iona 1 1 y fund ed 

tuu^'-nt .10 1'.iv 1 Ly yrcqraiu , l:hat parson shall be 
issued a J3uppli{:::..:::jntal contract. In addition, 
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individuals may a^jsist studont clubs or 
o r cj a J '1 iA-\tions on a voluntary b a s i s • 

c) When a full-time faculty member acts as a 
timer or scorer in an inter-collegiate athletic 
contest he shall be paid Ten ($10.00) Dollars 
per activity. 

d) When a rull-tir:io faculty member is appointed 
as Head of Intramurals he shall be given a 
3uppieP.Kr^nteI contrc^ct for four (4 ) contact 

' hours per semester. 

§^r£.!Li2i}.^.* S a a r y P a_\niu2n t£ - General Provisions - Faculty 
.'■^omberr^ shall bo paid every other Friday ^ except V7hen a 
scheduled payday falls on a holiday or at the beginning of 
a vacation period. In these cases the paycheck shall be 
mads available lot later than the last instructional day 
preceding the holiday or Lhe b>3g inning of the vacation 
period. (See payroll schedrile, 7\ppendi>: C) 

Sr:Ctie.'i_5_. Corapensation to faculty ir.embers issued twelve 
"(12) month contracts v;ill be ,:^aid in tventy-six (2S) equal 
installiTient s . 

Section 7. Compenr at ioif to faculty mer.bers issued regular 
contractj^ or salary .::ddenai.i;. for the Instructional College 
Year (thirty-six (>.S) v;c?ks) v/ill be paid in nineteen (19) 
or twenty-six (26) ecvial installrrrjnLs at their option. Once 
an option is selGicted it sh.?:!! be coiitinued for an annual 
period. In s^Tiar v;-^vn jy ::;itL::\Lions a fac\5lty uic-rber nn a 
tventy-^^ix prTyiaon': :in:)^:lulo i^iay re';;UGst after May 1, 

the bal^-nco of his .salary payr^ioniis. 



j^ct.-:on_c- . CcjiVv t ion ta faculty jtieinbers issued a 
supplojvieirta]- contract vn.ll be. paid in accordance with one of 
the f o 1 loNN'iiig : 

a) (>/erlc;3dj3_ du^ ? ng instrucuio;^al year 
.'JiXl bc: paid in r^cveu (7) equal installiaents 
h aiiiin "^g v;ith the -durd regularly scheduled 
n j.^ ' <~' 1 in the ■ ■vo^.-ciate seraecter . 

b) ■ .V" ' inri^tructional year will be 
p^tiid ^.lu ■^•"•.r (4) i:-.yjr:^l installiiirvnt s beginning 
^•^.:^h the :\''^<\:-^\d pay date cu:!:ing the extojision 
po;:i^d. ■ 



<: ) fuX 1 CT^ p 'V j 1 V r; t i u for e : ^ t r a - c: u I- r i u ]. a r r t i v it j. e s 
■:.h-i:i sj::^ yrj.d on the 'r'irst "^r'^^^^iiXa^ 
•payroll c:.h:<:.r 'h-^ co}v;li;3\on of the activity, 
1:<c::-:j\: t!;at if "the activity is veaA ].ong in nature, 
y^ill he lA^io with iihe last pay p;io:iod of 
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Se ction 9, Overtim e corapensation shall be recorded and 
approved in a manner prescribed by the Personnel Office and 
will be paid at the first regularly scheduled payroll 
occurring after the period in which such compens ration v/as 
earned . 

Section 10 > Over lo^-ds , overti me , and supplemental instructio n 
shall be compensated for in the following manner: ^ 

a) Overloads and supplemental instruction shall 

be paid at the rate of Two Hundred ($200) Dollars 
per course contact hour. (i.e. /accounting 201 
(4-1) shall have five (5) course contact hours. 
5 X $200 = $1000) ; 

b) Work in excess of the basic load for assistant 
1 ibrar ians , counselors , and culinary arts 
personnel shall be paid at the rate of Nine 
Dollars and 50/100 ($9.50) per clock hour. 

c) Culinary Arts personnel shall have an overload 
of Three Iiundred Sixty (360) hours for. the 
Ins,tructional College Year which shall be an 
integral part of t]ieir basic load assignment. 
vSuch v7ork shall be com.pensated for in the manner 
.set forth in subsection (b) above, 

d) The coordination portion of tha Medical Rpcords 
pr ogr am , v;h en a s i g n ed ; shall be e qu a t ed to- 
four (4) coiVcact riours and shall be included 

in the basic load. 
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ARTICLE XIII 



FRING E BENEFITS 

Section 1> Insui-ance 197 2-73 

A. The Board will provide v;iuhout cost to the faculty 
member the current college insurance package 
covering both the faculty member and his family. 

B. The College insurance plan as it is currently 
constituted is shown below. This section is 
illustrative but not inclusive. 

1) liospitai (Room and Board); 120 days, 
semiprivate room actual expense , hospital . 
iiiiscellaJiGous expense ($500 limit) , doctors * 
visits ($8.00 daily) and out-patient benefits 
($500 limit) are included. 

Benef its covering diagnostic procedur-r-s , 
ordered by a doctor, and supplemental 
accident / not resulting in hosp ital i zation , 
are also included. . 

2) Surgery - actual expense at reasonable and 
customary charges. 

3) Major Medical; $100 individual deductible, 
30^^ payment thereafter, $50,000 li.n-it, 

C. The Board v/ill alt^o provide v.'ithout cost tc the 
faculty iViember a long ter^.i disability benefit 
cc^mmoncing the 12l.^.t day of disability at 70% of 
salary vvith a maximum pay;:ient of $1,250 monthly. 

D. The Board v/ili also provide without cost to the 
faculv.y nember a travel accident life insn^ance. 
benefit in the amount of $50,000 for all employees 
traveling on college business. 

E. '.rhe Board \vill also provide group life insurance 
pj:otec:tion in the am.ount of $8 ,000 that will be 
paid i:o the faculty members designated beneficiary. 
In the event of accidental death, the insurance will 
pay tv/ice the spec if led amount . ?Ad it i onal 1 if e 
insurance is availabJ.e at tlie^ faculty me-fiber's option. 



ARTICLE XIII (Cont^d) 



Section 4. Cont'd ) 

($2,000) Dollars. Payment in the case of a 
deceased employee will be made to the beneficiary or 
the estate of the deceased. Any faculty member who 
retires under the provisions of the Michigan Retire- 
ment Act on or before July 1, 1974, is guaranteed 
the base ajaount of One Thousand ($1 , 000) Dollars. 

Section 5. 

a) The Board v/ill budget the sum" of fifty ($50.00) 
Dollars per full^-time faculty member for purposes 
of travel to professional r ee tings or for 
college business. 

b) Specific approval for travel allotments ust 
be obtained by the faculty raomber from the 
appropriate administrator through the reuuisition 
^:)2:ocedure . 
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ARTICLE XIV i 

M I SCELLANEOUS PJ^O'^llSlO^J^ 

Sectional. Neither the Board nor the Foruin shsall discri- 
iFITTalZe~a^^^ any faculty mornber on the basis of race, 
creed, color, sex, or national origin* 

S ection 2 . . Each faculty member shall prior to employment 
furnish the Board with a certificate of health on a form 
provided by the College, 

Section 3 . Faculty members shall retire at the end of the 
ColTege Year during which tlie faculty member attains the age 
of sixty-five (65) . No 'faculty member v;ill be offered a 
regular contract after r^eaching the age of sixty-five (55) 
except vipon the recomumendation of the President and the ap- 
proval of the Board, Any extension granted shall be reviewed 
annually by the Board, 

Section 4 . In tl:G absf^nce of a SLate'. directive or legisla- 
tion, "the Board shall continue to provide free parking space 
for all faculty members. 

Sec_t_ion_5. General Faculty meetings called by the administra- 
tion or Vice President for Instruction shall be limited to an 
average cf one (1) meeting per m.onth during the Instructional 
College Year, An orientation meeting of new faculty, and a 
general faculty meeting may be scheduled prior to the beginning 
of the fall semiester in addition to the meetings noted above. 

Section 6 . . Up to fourteen (14) individual, work days.it.ay be 
uTsed^^annual ly at the discretion or tl:e Forum, for attendance 
• • at state, region^il or national activities requiring Forum 

representation, provided that, prior notification is given to 
the appropriate admini si: rater and the utilir.ation of such 
time shall not impair the instructional program. 

Socl:ion 7. This Aoreem^ent ' shall supersede ' any rules, regula- 
lToxi'iV"'oY 'practices of the Board v;hich shall be contrary to 
or inconsistent with its term.s. This Agreement shall likGv;ise 
...iperscde any contrary or inconsistent terms contained in any 
xndividual faculty member *s coni:ractL= Iieretofore j.n .effc^ct. 
All indiviuut^l faculty member contracts i^hall he made expressly 
ivubject to the terms of thi-a Ag?-eement. UnleB^s specif i-^ally 
statv^d, no provision of this contract m^ay be v;aived or altered 
ny f:he f.')np]oyer or the employee, 

^-.r-cticn Unj.ess i%*pacif.,icaliy provided to the contrary ^ the 

lirKjvl^XK-ind of thiri .^:.grc:cm:::nt ^^hall be inapplicable to full-- 
tin^c faculty . me:i!b:)rs pcrforrd.ng work under suppj.emontal con- 
tvcvcus, 'L'hc :^ole o^^onption r^hall be follov/s: 
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a) The provisions of Art. VIII shall apply when 

said individuals perform v;ork under^ supplemental 
contracts issued for the Spring and/or Sun-uiier 
Sessions . Payments- under Art. VIII for absences 
occurring during such sessions shall be limited 
to the daily supplemental contract rate. 



b) The provisions of Art. VIII, Section 1, shall 

apply to full-time faculty members while performing 
work under supplemental contracts during the In- 
structional College Year, A full-time faculty 
meml^er using such leave under this provision shall 
not receive his daily supplemental contract rate 
in tliose cases v/here a substitute is compensated 
for teaching his class . 

Section 9 . Official copies of this agreement shall be 
printed by the Board v/ithin sixty (60) days after the 
Agreement is ratified. A copy sh?.ll be presented to all 
faculty now employed, or hereafter employed by the Board. 
The Board will alj-io supply to the Forum free of charge, 
fifty (50) copies of the Agreement, plus more as needed, 
at reasonable cost. 

Sec tio n 10. The Christmas Holidays designated in the College 
calendar v/Tll apply to all members of the faculty. 

Hovv^ever, counselors and librarians -will ' provide adequate 
services to guarantee that these operations may continiie 
on a reduced basis during this period to the satisfaction 
of the cippropriate administrator.- 

Individual v/ork schedules v;ill be developed in consultation 
with the appropriate members of the facultyo 

Section 11. Service Fee 



a) To .insure a fair and ;-::quitable sharing of the 

Faculty Forum* s CvOst of serving as the statutory 
bargaining agent for all faculty members, including 
the cos t . involved in the negotiation and administration 
of the collective bargaining agrei-rment ■ and the pro- 
cessing of grievancGs under such agree-Yient , all mem- 
bei" s o f tiie 'b a r g a i vi i n g \m it s h a 1 1 p ay a s er vi ce fee 
• to the Faculty Forum. I'his fee will be deducted by 
the Board from fc.culty salaries, pursuant to "v;ritten 
author izati. on and transmitted to ^ the Faculty Forum 
as hereinafter provided. For Faculty rnerribers v;ho 
choose to join the Faculty Forum, the fee \vi.ll be the 
dues of the Faculty Fojrum and its i f iJ* iato- parent 



ERIC 



ARTICLE XIV (ContV3) 



MISCELLANEO US P ROW IS I ONS 

S ection 11. Service Fee (Cont'd) 

orcjanizat ions , and for i;ion~ir.eraber s , it is agreed 
that the fair amount of this fee shall be equiv- 
alent to the dues of the Faculty Forum and its 
affiliate parent organizations. No member of the 
unit shall be required to become a member of the 
Frrculty Forum and its affiliate parent organizations. 
Any moiTibor of the bargaining unit will, hov^ever, 
have the privilege of membership. In the event 
that a fc.culty mcir.ber shall rafuse to either join 
the Faculty Forum or authorize the payment of the 
aforementioned service fee in accordance v/ith the 
provision of paragraph b, the Board agrees to terminate 
the eriiployment of such faculty me^aber , such termination 
to be subject to the same reviev? as are terminations 
of employment for other reasons , as specif ied in 
Art. IV, Section 4 d or Section 7, whicliever is applicable, 
of this agreement. The parties expressly recognize 
that the failure of any faculty member to comply with 
the provisions of this article is good and adequate 
cauf;;G for discharge from employment. 

b) Within ton (10) days after the first day of the 
first sertissterv or within ten (10) days of the first 
date of a faculty member's employment, whichever 
date -is earlier, the faculty m.ember must sign and 
deliver to the Personnel Office, a written assignment 
author i/:ing deduction of either the dues of the Faculty 
Forum avid its affiliate organizations, the above- 
mentior.'ed service fee. Such authorization shall 
continvur in effect throughout the life of this agreement 
or until the employment of the faculty member has been 
term ii^ji tod , " 

c) The deduction of the service fee shall be in uniform 
amounts and shall be made bi-v;eekly from regular pay- 
roll periods, beginning with the. second {2nd) payroll 
in October and eroding not .later than the i:\st payroll 
in Apjrii. 

d) The B<:'ard agreos to promptly remit all monies so de- 
ouctedy according to v;ritten directi.ons of the Forum 

^. >.nd r.o ■ accompany such monies • v/ith a list of facu].ty 

■rir-.-r b.::r. 3 i':nd a.mounts from v/hom deductio^ns liave been made, 

e) The r'',ri;m shall, no later than November^lst aiKl 
Febiu^.ry 1st, subiui.t to tho Director of Personnel, 
tl'ie rjciii;es of aD.l faculty failing to conform to this 
article. 



ARTICLE XIV (Cont'd) 



MISCELLANEOUS PROVISIONS 

Section 11, Service Fee (Cont*d) 

f) Temporary faculty members holding a temporary 
contract for less than one full semester shall 
be exempt from the terms of this article. Those 
temporary individuals holding a full semester 
contract shall pay at the rate of one-half (1/2) 
the total service fee. Those holding a full year 
temporary contract shall pay the full service fee. 

g) The Forum will protect and save harmless the 
Board from any and all claims, demands^ suits^ 

and other forms of liability, including attorneys' 
fees incurred in connection therewith , by reason 
of action taken, or not taken by the Board for 
the purpose of complying v/ith Section 11 of Art. 
XIV subject however, to the following conditions: 

1. Tiie d.?.mages have not resulted from the 
negligence , mis feasance , or malfeasance 
of the Board or its agents. 

2. The Forum, after consultation with the 
Beard, has tlie right to decide v;hether 
to defend any said actJ.oz"! or v;hether or 
not to appeal tlie decision of any court 
or r^thor tribunal regarding the validity 
c f t ji -I sect ion o r t h e defense w h i c h may 

be as*":ossed against the Hoard by any court 
cr tribunal, 

3. ''/he Forum has tlie right to choose the legal 
counsel to defend any said suit or action. 

4. The Forum shall have the right to com.promise 
or settle any clfiim made against i:he Board 
r;:nder this section . ■ 
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ARTICLE XV 



CONFORMITY TO LAW 

This Agreement is subject in all respects to the laws of the 
State of Michigan. In the event that any provision of this Agree- 
ment shall at any time be held contrary to lav/ by a court of competent 
jurisdiction, such provision shall be void and inoperative. 
A.11 other provisions of this Agreement shall continue in effect. 

ARTICLE XVI 
WHOLE CONTRACT 

This contract constitutes the entire agreement betv;een the 
parties but it may be amended in v;ritjng by mutual agreement of 
the parties. Such amendment must be ratified by both parties. 
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articlt: ::v.ti 



TK?.:: I NAT I ON 

Secbion 1. This ?.grceracnt shall remain in full forc« and 
:ff:i^ct through the ICth of August, 1974, and thereafter for 
succ3ssive pariods of one (1) year unless eit fcr party shall, on 
or before the 3i>:tie1:h (60 th) day prior to expiration, serve 
a v/ritten notice on the other party of a desire to terminate, 
modify or change thio Agreement. Kach notice shall be sent by 
registered mail to the other party r:md shall specify the changes 
desired. 

IN WITNESS WHEREOF; the parties hr-reto have set their j:ignaturcis 
on the day and year first written above. 

SCHOOLCr.T.VT CC'LLLGri FACULTY BCj.^PD OF TRUSVSSS OF f3CIlOCLCKrx3?T 

FORUM com:':UHj:.oy collegs: district 



Rj.Ciiafcl i\rlen. Chief "Negotiator Dr. Robert Geake, "cHa'irman 



t:*tuart Biocm Mary E. Dumas, Sc%'C;:et':>ry 

}rL :: Ifr^^^'Tc TVtJiJ! ty [ Gera i7f"'w. Munro'f"<Tiriel' Megotlator 
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APPENDIX A-1 



SALARY AGREEMENT 197 3-74 

1. The Salary Schedule shall be amended as of August 20, 1973 
to reflect the addition of a cost of living allowance. The 
amount of tlie Cost of Living allowance shall be determined 
on the basis of the Consumers Price Index for Urban wage 
earners and Clerical Workers, for the Detroit Metropolitan 
Area, I^ublished by the Bureau of Labor Statistics, Department 
of Labor (1967 = 100) and hereinafter referred to as the 
"Index. " 

2. The Cost or Living allowance shall be contingent upon the 
availability of the Index in its present, form and calculated 
on the same basis as the Index for the month, of June 1972 
unless otherwise ciqreed to by the parties. 

3. The amount of the Cost of Living allowance shall be determined 
as follov/s: 

Index for June 19 7 3 
Index for June 1972 - 126.0 
Net Change* - 

4. If the net change betv^oen the June 1972' Index and the June 
1973 Index does not exceed' 2%, a minimum 2% Cost of Living 
Allowance is guax'anteed. 

If the net change betv;een the June 19 7 2 Index and the June 
■ 1973 Index exceeds 4%, no more than a 4% Cost of Living 
allov/ance shall be allov/ed. The COLA % shall be applied to 
the 1972-73 base salary and added to it to arrive at the 
1973-74 base salary schedule. Such a schedule shall be 
developed mutually by the Forum and the Administration. 

5. Persons employed in ■1973-74 will on August 20, 1973 be 
placed on the 1973-74 Salary Schedule. Credit will be given 
for an additional exporience step v;hen such step is 
accessible . 

A factor of 1.25 shall, be utilized to determine salary 
scliedules for couiiselors ^ assistant librarians, and forty- 
eight week ins truci:ors . 



) 
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SCHOOLCRAFT COLLEGE 
Livonia, MI 48151 



REQUEST FOR CHANGE IN TRACK PLACEMENT 



Date of Filing 
, Budget Cente r 



request that my track and step placement be changed as follov/s; 

PRESENT PLACEMENT . $ 

TracR '■ Step 

REQUESTED PLACEMJENT $ 

TracTT " Step 

Reason for .requested change: 



(Attach necessary docuiaentation) 

NOTE; This request must be mcide to the appropriate Vice President 
not later than thirty (30) days after the opening of the 
seniester. (See Art, XII Sect. 2 of the current Ka.';^ter Contract) 



Approved by _ ^ ^ ^ Date 

Rt'i jcci by Y>^/ce. 



'R<^y\:.on 'for rejection 



COPY DJlSTRVBTJTION 

(Ar te j: c^pproval or e j e(j tion) 

0 r i < j i n a .1 - a pj:- 1 j. c : p n t 

iGt A 3nd .copie;3 - Perj^onnel 

3rd copy - retif^ined for file 



ERLC 



-^50- 



SCHOOLCRAFT COLLEGE 
Livonia, MI 4 8151 



APPENDIX C 



1972-73 



PAYROLL SCHEDULE 



August 
Septembex* 

Octobei- 

November 

December 

January 
February 
March 
April 

Jnne 
July 



1973-74 



25 

8 

22 

6 
20 

3 

17 



1 

15 
29 

12 
2 6 

9 

23 

9 

23 

6 
20 

4 

18 



1 

29 

13 
27 



August 
September 

October 

No vr .Tiber 

December- 
January 
Februa.ry 
March 
April 
May 

Ju.ne 
July 



24 

7 
21 

5 
19 

2 
16 
30 

14 

28 



11 
25 

8 
22 

8 

22 

5 
19 

3 
17 

31 

14 
23 



12 

26 



10 
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APPENDIX D 

N S jr_R Uj: T I 0 M S lUGtructions 
[Per fxiring out the Grievance Forms) 

1. Notice that the grievance raust he filed in three copies. 
Each copy is corp.p.lete v/ith its ovni roU'.:ing system, in order 
that all concerned individuals and groups are constantly Jcept 
av/are of the progress of the grievance. 

2. It is imperative tiiat you be very specific in filling out 
the forms. Improper wording or an omission; no matter how 
slight; may invalidate your grievance, and cause you to lose 
the opportunity to refile. It is urged that you consult 
with the GRIEVANCE COMMITTEE of -the Faculty before you file. 

3. Routing of the gri. :Vance v;j.ll be as follows: 

a) All three forms must be filed at Step 1. After that 
point; only the blue form need be used to pursue the 
grieyance. Ti^e v;hite copy v;ill remain in the Personnel 
Oxfica, and ti\d yellov; copy is for the grievant's files. 

b) Ansv;'3r*s wi.ll 1:3 vitacl.ad thereto by the appropriate ad- 
m i n i s t. r a t o r and u h e : :i p p r o p r i a t e b :j x i s . t o be c I'l c ^. : e d off 
a^t the bottom of the ansv;3r sheet by , the grievant or the 
casev/orker . 

4; V'-Jho:}n -you have accepted a a i:t lament be sui'e to advise the 
Faculty Forum Grievance Cc.rran.ittee . 

5. If you feel that the Forum might v;ell file a grievance^ or if 
you feel that the Forum should support your grievance present 
your case to the Grievance CpT.-;nitte before the original filing. 

REMEMBER THAT YOU HAVE THE RIGHT TO HAVE A FORUM REPRt;:seNTATIVE 
PRESENT.-. AT ALL GRIEVANCE HEARINGS AND CONSULTATIONS I TAKE I\D- \ 
VAWT/iGB Oy THIS RIGnT. IT HAY. SIWE YOU HUCR GRIEF. 



•vote: The v/hita <:;opy of the grievance form roIlov:s the 

instructioj^;:^ , A conipIel:e set: white, yellow, and 
bl\:?e^, j>i.\XB the ''A\u^V;er to Faculty -Grievance" raay be 
requested ^rcva the D5.rc^; hor of P:^rso)'iyiel ;on:S/or the 
a p p :• : o p ;c c d m 5 , n i ■ t ^. i :o r . 



APPENDIX D 



SCHOOLCRAFT COLLEGE 
GRIEVANCE REPORT 



Name of Grievant 
Position 



Date Filed 



Alleged viola Lion , inisi .ter oretation , 
or raisapplication oi ^y:\:htx^\(^ Board 
rules, regulations, or policies: 



Article 
Board 



, Section 
',No. 



or 



Copy 1: ADMINISTRATION 



Date 
Roc 



Routi n g Initia Is 

Step I Area Director 

Step II Vice Prer^ident 

Step III President 



I will repres:--:it myself in the disposition of this grievance 

The Forum reserves the right to be' represented at all 
meetings and hearings conducted pursuant to this grievance 
procedure and privy to all settlements reached • 

I authorize the Forum to repr-fisent me. 

Caseworker 



"'^iP^^-IJ^-^!!^ '''"^-^^ alleged ' violation (Append additional sheets, if 
needed") " - " 
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APPENDIX E 



FALL SEMES' ::-]R 

August 17 
August 21, 22 
August 21, 22, 23 
August 24 
Septeinber 4 
Septeraber 5 
NoveirJber 23, 2 4 
Novorr^ber 27 
DeceiTiber 9 

DecernJoer 11, 12, 13, 14 

Decf^tTibcr 18 

WIMTER SEMESTER 

January 3 , 4 
January 3 , 4 , 5 
January 6 
Aoril 19 
ZiDril 20 

Aoril 23, 24, 25, 26 
April 27 
Apr5,l 29 

SPRJiNG SESSION 

?.prll 30 
ilay 1. 

fey 2 3 ' 

Jims 21 
Juno 22 

SUKvfER S^:S SIGN 

J\::;:o * , ■ 

Jt^ne 2 6 
July 4 - 
tTuly o 
r-'j*.<sh 3.6 ' 



Tc^ll: 



Nev; fa^culty orii?,ntation 
Registration 

Faculty Meetings - All faculty on can^'us 

Classes begin 

Labor Day - Ho classes 

Classes re Gxime 

Thanksgiving Recess - No classes 
Classes resuiae 
Last day of classes 
Final Ex 5.m i na t j. o n s 
Grades due by noon 



Registration 

Faculty meetings - All faculty on cj.mpus 

Classes br;.gin 

Last day of classes 

Good Friday - Uo clac-ises 

rintal S;-:arrn.nation3 

Grade?' chie. by 3;i00 p*in, 

Corn^i^'ancornent " 



^ g i s t r a t i o n ■ 
C\i^r^^es h^gin 
M'-:vvioriaL Dc.y - no cl^isses 

L^z"^:. day of classes 
GrcvA^s oca by noon 



rt^-^ioi^^t ration 
Classes begin 

IndCipendence' Day - No clar-.'^^es 
C'lovt'ric^s resume 

Irrw^t r^ay of Olr-:::j^*:CS 
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Regi^ttration 


2 


'3.ayf.i 


Xns ;:rMcti.on 


74 


days 


Tvcek:^ of Instruction 






4 


c.V-:.yr. 














Vlecr^y^ o i: In -h ixnc c i on 


.1,5 




i n c;, 1 1 m 1 :i^.t:l,on.s 


4 


day.s 


vugift^trot iou 


1 




In::;truc'ti.oxii 


.•16 






I 


day 
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T .NS?RUCTI O]'IAL CQLLEG2 CALENDAR 19 73-74 
FAItL SEM?2STEa 



AugUwSt 15 
Angu'.rt 20, 21 
Avagust 20, 21, 22 
Auoust 23 ' 
S opt ember 3 
Septa r±)sr 4 
Hoyt^iier 23, 2 3 
Koveir^ber 2S 
Decei;iber 8 

Dece/i'r*.-e:c 10, 11, 12, 13 

Dece]'.ber 17 

\\ ^NTKR SEMESTER 

January 2, 3 
January 2 , 3 , 4 
Janu<;-ry 5 
Aoril 12 
;.pril 16 
April 20 

Aoril 22. 23, 24, 25 

Apvil 26 
Apcil 35 

SPR'MG ZIESSION 

Auril 29 
April 30 
May 27 
^•■•;y 23 ^ 

J\'i:LC^ 21 

uvir^e 24 
Jirae 25 ■ 
•July 4 



Mev; faci3? ::y orientation 
Rcvj-istraliion 

Faculty tings - All faculty on campus 

Classe.'ii begin 

Labor Day - T4o classes 

Classes rcsujne 

Thanksgiving recess - Mo classes 
Clashes resume 
T.TtSt d.'--.y of classes 
. 1 n a 1 X aiEi i n a t i o n s 
Gj:cidc-.3 due by noon 



Registration 

F a c u 1 1: y mo c- 1 n g s - All Fa c ii 1 1 y on 

C 1 a ^: s s b e g i , n 

Cc'Od 'Friday - No classes 

\.ai;t day of classes 
1 r\ a 1 e >: in a t i o n s 
v; :\6 e s d lie by 3:00 p v rn . 



;^^gistr.i:tion 
Cl^SBes b<r:gin 

t:-.C'VO ^0 by noon 



Clasjt-jes bagiiiL 

Xndependeace Day Ko o?.c\i:\fies 



carapus 
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:Cn:^;tv-;ction 










10 








A 






A- sJ;0 v..Vo ^: !■ C a 






V iV.O V: '. ; 










v;■■co^•/; ■JVC l:r\-'v.>;:'.<>i:\ 


lo 








4 


"■.*<;• y^{; 




U .- olii'v.: * ic u 


1 


day 














1 


6 ay 
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A-Pj*:NDji/: F 

ASS 1 S T A N T L I B R A R I. A N 

AUDIO-VISUAL Mi\TERIAT.S 
D UTIES - ND RESPONSII' lLITIES 

*rae Assistant Fabrarian in charge of :"udio -Visual i-*aterials is 
:esponsibli^ to tho Librarian. The chief dui:,v:nis n ) ispv^ .^^ 'vi.lii io 
of this po o t :' on a r e : . 

1. To work c3.:::3ely ^';ith the facv^ty to determj.jie the no.'" 

>f tha r-nd; O'-vic'val do:pa.r, i^mc: : t iii l.i<;ht of tho cv:rri^:-.- i 
of the col^.MjG. 

2. To foriTiulato pd.licies ror the audio-Visun.l d.^:^. .■..''.]:. ::. 
which will best serve Ihc: need^- oc the f :ulty and 
sti.ido.':ts and to srlunit l-J r-se r liv-ies to >.he Librarian 
for a - ipr ':>val . 

3. To Gc:^ lect ■ ardio -vi. -ual ^iv.- *:er j.^-.s ..r^d pr-u^t . 

4. To in;..ti.:vi:G orders for aiit.- io-v isual materials and (?.qiiip- 
rnent lOr Lhe a.^proval of the Librarian cind in the manner 
proscribed > -le bvxsinass office. 

5* To -.a^s if y , ca:.aloo, and proccj:^s toe ■ library ' ^3 collection 
of. aadio--vi:aiaJ. mat c-3rials . 

6, To be responsible for the ci.cculation of au(.iio-visiAal 
iTiai:.ar ials and keep accurate records of this circula.tion . 

7, To be rcG^/ons'i bio for the maintenance of tlie library's 
audio-'visu -1 j: :iterials and equipiaont. 

8, To k."tt^p abreast of films ; . oco.ds, : n^l otlier. .vvu'ri.o-- 
vi^:;T3ol i^iaterials in ordar ' o tiia!^^ iatalligcnit f:^al;^ra* ic^ns . 

9* To i >"ap-:-^v;) [-hi^ rv'>-inl ]::vr'c;ot rer-uast f or " L-.he .-..r'^iio 
vi^;'>a3. dapr : ; ./-at for v^ppV'Vval by the ?M]:n:arian. 

10«. -r f f^^' "va i^i^ b 0.: p .;of aa^'i'^^Ma 1 datii:-;^i c 'j:r*ar-d a^^<.;«\ ■ : a ;n 
aba ''o •:•^^.;'r i'^n :a;d "v!)v) i ; \jt L's b:-. r>.*:^^^n . 



A S S I S T A M T LIB R A R I A N APX^SHDIX G 

GENiilRAir ASSISTANT 

DUT I ES AND RESPONSIBILITIE S 

The Caneral Assistant Librarian is rer^poriGible to the Librarian. 
The duties of this position spring priraarily from the fact that 
tv;o other assistant Librarians - the Reference Librarian and the 
Classification and Cataloging Librarian - need professional help in 
accoraplishing all of their duties. Therefore the chief duties and 
responsibilities of the General Assistant Librarian ..re: 

1. To servG a portion of each v/eek as reference librarian 
in the reading room. 

2. To sorvs as assigned as classifier and cataloger under 
the direction of the Assistant Librc^.rian in charge of 
this function • 

Other duties are: 

3. Be resporasiblo -^or the sali-.-jtion of books in certain sub j act 
areas and v/ork closely v/ith members tGc.ching in these areas. 

4. Participate in the activities of professional library 
associations and junior college organisations. 

5. Perform other professional duties as agreed upon bet^.oen 
the Librarian and the Assistant Librarian, 
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A S S I S T A N T L I_B R A R I A N APPE NDIX H 

PERIODICALS A.;D DOCUriKNTS*"* " " 

OaTIE S A^?D RESPQHSXSILI TIV 3 

The Assistant Librarian in charge of periodicals and docvuiiiGntG is 
rooponsible to the Librarian. The chic^.f duties and reGponsibilities 
of t'iis position are: 

la To take cara o£ the order, receipt, and circulation of 

all periodical, nei'vspaper , c?.nd similar serial publications, 

2. To prepare periodical publications for. binding. 

3. To cooperate v;ith the fac\ill:y 'in ce.le^jting periodical 
pr.blicati 'ns to be added the li'.~>ravy. 

4. To tci;. :i care of l:ho order; y3Cx:xpt^ rad uj^e of all 
go'/errraent docuLie::t3 iaclud:'ng those received by the 
library in its role as a government depository library. 

5. Maiiitain efficient records of th.: library's holdings of 
serial prblicctions and go*/eriuae/it docni-ients . 

6. Handle all correspondence concerning serial publicat.ions 
and govermaent docujuents . 

7» Fovv-iulate polici:':^ f ■ ir circulation oi: p^rtr j.cTical and 
governvuent publ \c:- ti^*^nf^ • 

8» Prepa^ro the 1:; .\ ^ry ' ; v^- ;v? 1 'j'-dget r:-rq;Ta;:;t for pf'"'riodioal 
and g': V i^rauart r'''"?li^ and the 3:cciue;nt to the. 

9. nv-'.rr ^'^i }^.t > :^1>-" .;■ '"fa '.:yo -Co clerical v'ork on periodic 

■^irl ::■::':[ r':-.rv : ^ ts/ . V 

10, 'Ir y^''^.?.^ J.l interim. brary loan rcqnei^ts. 

n., : --^d-^-^n a ];■■ ■^;;--=--t r.y:d j:-.;^vr^cT i,-..'.>g file or < :.-.r::r})t 

12, Hr^rve a jj'orticn of '-ach v:o-^k a^ roiference librarian in the 
library's ■..■-}c.i"'!i)^g room* 

]. 3 . Part >^ i j ^(^c in ti";a r^vl- iv-r'a.'-i^: ^"^f pvn:'T^'"' <'->"v-l v-'>:.. .;y 
■ \ ;..,.'d jr--^;r '.'■Vt\'^;:; or-'^-- '.■i'.'-'K^. 

14. ■ P;;: V f r. <V't;;.:v.: "r-. ;• ir-^r-:» 1 rhM->o:-i .-a^ ;:,gja-,.-^d ^^pan betv;aan^ 
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^'^^^ ^J£,^J^ ^^^^ '^3 -^_i^^^_^J^ N KVPE UDIX I 

) fiUTIJvS AMD RESP O -If- :;:ILj. '.'IKS 

The Reference Li.bararian is r sponrjible to the Librarian. 0?he chief 
duties and responsibilities are: 

1. To select raaterials f ^ r the library's reference collection. 

2. .To spend a portion ct* each day as reference librarian in 

the reading rocy^.. 

3. ' o be ro:":i:-our3ibl-e for the .oelection of boolcs in spc-. = 'fied 
: ibject aroas to ^;:\;3;Ic cXof;:jGly with the fac^-'lty ta...ch- 
i iiq i n t Ii.e - ^ e a x* r. s , 

4. To provide the facility v;ith bibliographic assistance. 

5. To perforra other p:;oj:v^.sr:;ional r ':,ics a:.; rgroed i^pon by the 
librarian and A:/3if.;tant riibra:i.i w 
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A 3 S X S T A NT L I_B R I .^l^^ ^tEP'^^ 

pj3 'a' I EvS ;* ] REGPONSIBTL ITXES 

1. Assist the librarian in cl'.valoping po3,icies portinGut to 
the classing and cataloging of library niaterials . 

2. Classify and catalog library materials under "lirr^ntion of 
the librarian, 

3. Assume respon:-Jibility fc>: ord-riring and ' Checking in printed 
L.C. and V,Mli>:>n c^:.talog cards. 

4. Supervise typing and preparation of catalog cards foy; filing. 

5* Supervise the filing of catalog cards nd ar^sv.aa re:3ponsibility 
for the inainton.-\nco of the corrd cataloj, 

6. As;ju:a3 reopoyi ihil: :;.v ror re .^ciiving ^ ii:. . joctivig ruid choosing 
in book deliv ^>::UiS . 

7. Assist uho librarian in developing policies pertinent to the 
processing of library yri^.terials . 

8. ^^'p^^rvise and cuLr:"ict r:tudant asi^istan' ;3 in the vPtcchanical 
preparation of library luaterial^j ^ for use by the reading \ 
oublic. 

^ ■" 

^ 9. Assume responsibility foj; book repair. 

10, Ai^Tist v-zith tht^ propn::.;; v -^/on of boo'cs for biv\di}-ig and r-' ^i^^ding. 

1'} : A"';^i^:t the 1 i'">r:: .:in.n iu .^ncG^"r^:^ ing ;:he pro<'.^*^:r':i ve va;:o of vho 
library by sIm^c- ints , facility and puijlic* 

12^ ^l.rve a c^^rt r^f each veok as reference librarian in tJie 1 i!:)ra>;y 

13 „ ::;"^:ru the ].5.;:)r^-rian *',n ^ ■(■•nk r oJ, ruction . 

14 r, ^'.■•;iFt •:Jje ^vi in :0?r/ f: ?'':.!.;* :.:g j.olieiv^s 

< .;';f.;:tio:i '>f ■ : t .:.;ialr^ , 

15 „ Ar-:., i.: t vJ'.*. ■•li^ji in p:;.;paring /,\:cv^e;.;v.'; r>^c "» :^^.r^:.r v" ' x-'.-e'^i:* ^ 

A5-:;"'ii";t the 3-i'.^r:o:5.nn i)A >.of e,-,. ct^'^o \-'-r]c ^:'V'.h ^- :j:ti"^,dcnt;5 

17,. ;-i. A, : b,: .a;.:.: A/;; .A liAr^^y 

•;: A,v:A'..v» - -,,1 A^:, A , r ::: 'r- .•,ii-':.-;,ti'.->:f? « 

18o P^T:'^"^■'^^i:■l cA' ' r > >" ^vr ^- ; . : A ^; l ^.b;ivA::s ,-::y}:e = ;d i-;A'n ;V'; -non 
"M 1*)- . i.A'.i ■"'■<[ A'-;:: - A/v^-jii; 1 i v i '■ n - 
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:l K A p 0 X _ \ H T R A 11 R /V L G ?J?PJ.NDXX K 

The n ad of IntraiViwrals rorcponsibla r.o the rVreccor of .iea3.th, 

Physj. :al Education, and Al:hlGv:ics. He is resp-asibJ.o 1:03:: 

1. Scheduling all activiities. 

2. Publicizing all activities (before, during, after) , 

3. Keeping records of all activities. 
A. Arranging £or all faci].ities. 

5. Sotting all brae .vt/.. 

S. Assigning all officials. 

7. Pr:^pr.ring the Intra:--' .^ral Krndb ok:» 
3» 7U-:-:::ti:-;:g .i^'.ppli : to h:j "^d . • . 

. Taking nare of .11 co:*::.:G::r:ondonce . 

10. Attending ^-.JtivitioG vrhen necas^^ary. 

11. Superv^:>e all intrainural activitici:> that a>;a one tiue civi-ats. 

12. Handling all prot:;:5tg. 

13* Anventorying all ^-^quip-iiont • 

.'\i:v..' -ivj 1 oh:\i}:.' -^g all \:.c:r'r.:\in^ 'r^ry\:^-)^jS. 

15. All :v;.::u^:;* ::r'-:::':!-.v;alr^. 

16 « i:^.. jLcy;: :-?g ^^11 fO^los- 
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A U 'jM^^I i; 0 1^ I V E LABOR AT ORY INSTRUCTOR 

A :. PEIIDIX L 

^ PUTI ES /vWD :LESPO - -?SIB > MTICS 

Under the direction of tho Director, the Automotive Laboratory 
Inntructor serves as a "srrvice manager" :xs far as the physical facil- 
ities of the automc '-.ive laboratory are concerned. 

^ro v/ill normally be in the Automotive D«zpartiaont during the ho\ir.^ of 
3; 00 a.m. to 5:00 p.m., r.onday- through l^riday. During this ti:.\o, he 
wUl: 

nr>ccive .ppropriafce cars for ii:- '.tructional purposes - 
r propriate in taxivz of the J.nst/.uction being cnndiicted 
at that time. 

.;) il7ill ri' :2 cut a job ticket i :dicating operations 
to b:: p ;f oni:: ; ri tho vchicl 

])) Will n /> 'n ?jij ^;tu:ce. of ovrp .-v autliorii'siny repair 
of i:ha v\ihicl.'2 ivad the purchar-e of parts for said 
vjihicle. 

c) v;ill :)bl-.ain pr.. ?*.s as needed ft^llov;ing t! :5 purchasing 
procedure esta' lished by the College. 

d) Parts used on the car \7ill be billed to the custornar 
) on the job ticket follov/ing College procedure. 

o) Will voad test ny: dynernCTu'^tio?: test as nooded or in-':prict 
//^hiclo b::^o;co d iv ^ry i'.; hv.ca to cuntouar r.nd v:ill 
':::^::.;l:iiJy that >.ho .o! 'clo xr, ?:c.i\dy for ('cli^, ^ry. 

\) 11 li..v ; r ll c*\-^):nt^yi '::ro\Uitc;d .Cor in ..-ccordr ico v;i th 
'':!:>lv'' '.<1 r.C' r,\\\r\'j p :cr^\■'y^lt^ boff^j.'a vehicle is 
- Ii-.v.-. I. 

r^'-p^jv'vice r'?e pprtt: (yj:?h rend cill pn>;(::bAf;ing r.nd billi'Vg in 
. <:no;:dr::<'"2 \;ii:h Cc^l.Tcyo p>:oar;(ln>:cs . Th.is v;ill .include: 

: ) of :> :.r> ^.•> 

V) : . 1 ;.. • y O): 

«:) ri5 Tl.r:\g of pa:':t--» »*o ru:;ro; 



.1: / ' . ,-l--.:i ;:rod 
. ' : . v.t •w^ ^'j.:.; v\/:e!l < 
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"* Page 2 

f) Bills, invoices, oredxt iv.^mos, returned parts, 
laundry, etc. v;ill be accounted for cit the end 

, of each month in accordance v/ith College procedure - 

g) All tooA3, si:.p;,'lied by the School, for instructional 
purcposefi, will be -accounted for by proper storage 
(tool rackrj, etc.) and v/ill be ii:^^ued to students or 
instructors only by College approved procedure* 

\ 

h) Supplies and parts used for instructional purposes 
v;ill be accounted for by follov/ing approved procedures 

3. Laboratory Maintenance: 

MaintaJ.n all equipment i.e. hoists, alignment racks, 
dyn<?.moineter5 , diagnosis oqw -i.p .^nt in the laboratory, 
vhe la.boratory includes the 1 ft :::\r'^.a. 

Roport.s i.o -'.o Director of the Teci aical Divir.ion any 
repairs or inaintananco problems v;h:.ch the AuiXiaOtive 
Department is not equipped to handle. 

Arsists instructors v/hon "mock-upi3" are needed i.e. 
cut av;ay brakes, carburetors, etc, 

A' ljLot^ instructor viith the probleius of engine 
yaounting - coraponent ivtounting, etc. for instructional 
purposes . 

vS* Storrgc of cars outaid:^: 

a) Cup.'-v vi:...;;.i i:.ho pa>;!:in<:j ;;tovago of crxr} h^±nq 

\:o^::: ' A \^i^onf lAit O'to-:cd v;vi't..ido v;r!.iti;ig for. par tn, 

'v.,;v-r.. .\ builrK.v:w|-! \}xO, 



a) 

b) 

c) 
d) 
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COOPER A T I V E ^ R A I N-I M I N G A^:?EITDIX M 

"i^Zgr^^"^ S ^ R U C R 

BUSIlursS DISaT.fBUTlVi:: ""^ 

DUTIES AI-ID RESPOnSIBILITi:. ::S 

The duties and responsibilities are as follovzs: 

1. To coordinate cooperative training programs in the Business 
and Secretarial departments of the Applied Sc^'once Di\^^sion. 

2. To recruit and select appropriate training stations . To 
visit industrial/bvi.siness firra.s to provide employraent aiul 
community service information* 

3. To interviei-Tr select, and place \:ooperative training scrdent; 
Visit area r^ckools and vjork v:ith the coordinators and 
co^^nsolors. 

4. To conduct ei:iploy^-r virjitatic^i^: ^or student evaluation, 

^ 5. To cc: duct stuclnnt con':erox;.oo;3 >;r^r job £mprovo:::ant <::.\d 

evaluation. 

6. To iiistruct Business Cooperative Training classes. 

7^ To pjrovide special instruction, assignments, r/nd projects 
to strengthen students' job p irforiuance. 

8. To assist in full-time placement of Business cooperative ■ 
training gra:duates. 

9. "To vaciintain ^^Ov-^:rjary A^co^ds and filar:?. , . 

10. To perft:?>:ni r hhor prof c?.;>'ional d^/'cies as r;grv:cd upon by 
the Coord iii.v/L:or/Xus'^>:ac"u c\nd the Director. 

11* Cooj.'^linators are eligible to l. ^-ch ^' -^Ooj: a ^•::ipplcuiental 
co:atract in i:hc:ir r^rea of c6TtVprtt'~r\cc S'^bjGcrl: ' n VlJ^iO 
df:;r-:^r uriient j.d'.r.r.yoixri X ^ r.;j>:rir;uK:nt . 

12 , r;,onrij.:"J;ont- wirh ];:^ iA: ■ ]p:::x.-txce , or-ch ccoj:di::>aror v/ill be 

oi;X.;-:;.d a r^*>:u :>;rf.(.; v: 'cor v . ':y>r i iig ^:y:ni^ion to y^'\c:\:v5A:. 
•;:r-^. job :^t,A:?Xr::^k, 
.''or .y v-.-':r; -"I'^'cd l:o y)\^' :fX oc- ^:o:) 



'O 



ERIC 



y> ll^*!^-^ H ^ • APPEITDIX N 
mJTIES AND RBSP01?3IDi:-^:^£2'l^ 

The Coun-c-2.^^-^-^s--rnre"'^^ '-o the Vice Presidcnr for .S'-udGr^t 

/vf fairs and t:o ;. he Director of Counseling. The duties and responsi- 
bilities assigned to this position are: 

1. Participating in the total guidance and counsGling program^ 
including accideraic, vocatioi-tal , and personal counseling. 

2, Interview nev/ ntudants and develop individual programs 
v/ith them, 

3< Counsel .Gtu""ents tr ruisfei ring to otliei: colleges and 
prepare nec .:3sary i;orms, except of 'Ticial transcripts . 

4. Administer iadividxial interest, aptit-ade and .interest 
tests "as needed • 

5. Plan and conduct the fyozj:jx^"A\ o 'ien cation prograrii<. 

6. Maintain vocatj :'nal information files , 

7,. Maintain information pertaining to scholarships at four-ynar 
institutions. 

8. Participate in r.tudent ^/ithdrav/a]. and acade^aic dijinnissal 
studies. ' ^ . 

9. Visit v/ith senior collegc-s and h.igh r^chools to develop 
articulation VetvvGon Schc ^li'-'raf t College and other oduca '.ional 
institn cions . . ■ * ' .. . - 

1*». Visit "i.ndu!;^ v:r es • o o<'.;;-^,ud d:;:p.'-rt:Aontal ^.v:r,rr]no.:;\^ of 
voca ti^:>i'.al oppor I ^aj. t les^ii . 

11 .. Con;;ult ^;ith :^.;>--i I; tfv-V^l'Ov-.^ ' o "M.i^^.^rove d*:^p':\r tni^^rrl-al articulation* 

12. Tost .^nd ^^cj\::";n L-u'^L^i-i ts . in t'^:;-;riJS of their plac^^];!:.;;i t n 
;jpc~ci.i:ic torhjiical v-:nd .rC/iidemic programs.- 
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The Admis:-^ions Counselor is responsible to the Vice President 
for Student Aff:.i:vs i -id to the Director of Adraissions • 

DUTIES AND RESPONSIBILITIES: 

1. Interviev/ and counsel incoming students v/ho are applying 
to the College and desire assistance v/ith procedures or 
curriculum choice • 

2. Assist in the. procj}:-.m-; to recruit yiGW applicants and to 
interpret the Coll... ; .y to the comrriunity . 

3. Visit jv'.xiior and senior high schools to develop articul ^.ion 
betv7eeu the Collage ^\nd the schools i3i the College 
community. 

4. Advise prospective students about the vocational r<nd 
educational avenues open to thein, 

5. Assist in the application and regist^ration of applicants 
during the registration periods. 

5. Into.vviov.- and readmit students v;ho have been a.bsont from 
cr.rapus f;..* more v han one semester. 

7. Assist vv;ith the GED testing program in all phases including 
adra i a i s I: r a t i o n , a i \ a 1 y s i s a n d i n t e r p r e t a t i o n • 

8. Review, xGcords and admit .:^ppl;^ ^";ants l^ o. the College/ 

9. .ass^lst :i n the y:r:-e^<}.rr:\\ pro jcct::' d^:V^:l«.pv:d by t]\e Office 
"of Stud::int Affai^rs^ 

10« Ar^sist in the tov..-;l ';;-nidr-:.:co ,,:vl r^onn':-:lx:y.j pv:ogr^ms, 

ivit-lrd.-^ ■' ^'■^.dc:^■lic^ • :' ■.>. i-^'';-.! ^ ::\s)d r^.:rv;::'onnl coiuir^^^l ng* 
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This coun?;^elor is directly rosponni.ble to the Vice-Pro^jident for 
\ Student Affairs. 

DUTIE'i .'.MO RESP0NSIB3:LITIES:. 

1. ^ To plan, .organize, and dii-ect all functions related to 
• the Student Activities Office. 

2. To encouragici the invol verr.ent of students and student 
organization;v in the development and iinplementation of 

a calendar of education, cultural, and social activities, 

3. To supervise and coord ir.-.te faculty advisera^ consultants, 
and other org^::Lnii:ational assi£?tants to student, organisations. 

4. To supervise th^ secretarial personnel and stude t aides 
ai^signel to the Student Activities Office. 

5. To counsel crtvAenl'^s on academic, financial, vocational, 
.".nd per^;o.r:al iviati . rn, 

6. 'Vo act i\s I '.ai :- n botv "^n the Student Senate and the 
' Off'.ce of By.\:ci- .vL; J;v:';r Ir^. 

7. To advise t! :? i:;tuo'iint Achivitias -"^oard and the ^: tuc- Senate. 

8. To niake reco:T.n^c-iiidc.. lions to .the Vice President for 
Student 7- I:f ai?:s on matters relating to procedures and ^ 
policies in the ax'ca of student activities. 

9. To approve c\ll pocFuors and establish procedures for ^ 
their display. 

10. .To approve all announceraen.ts for the student bullet:* n 
boards, eind schedule the use of display cases. 
I 11. To assist students to form nev/ clubs a-'id organizations 

and to help draft thr ir cons titution £U 
12. To /.n.GU?;e Vh^i: r^il c*. Moge i^pou^^r ■:-:d ox;aaa>. --a tions and' 
activxti -5 on?::.: in r.cr\o\ Ir.yxce. \vli;h e *:tabli5.-hod 

fi>>.. U. :.:..d b-v'o--. ..>:;/ ;;. :oc--:du:.,..s, 
13* To r,;^S:.i.:vin;?: -id \* vi^:o th^ r.::rpr:ivli u^vccs of money for 
•^'■."idont i.:ivit5 ar.: ">:Oiii iju: tituti: -nal funds ♦ 
,14.. To prepare ey^O. ::rr .lit to the Vit-:a ';,;:^^;icN^a t for Student 
: ''"air::5 the Student Acv.lvitie?5 'Z':\c '^cs. 
IS. :'o -aanaae vba g-:ru(^s yocta^ 

o r^-briiit -^v;.v^-^;:;it '^v-r^j for p;^>: oOnne 1 f iaat-.rial, and equap-- 
:;vt>'o V5.CO Pr 7 dent for Studovii: J\v fairs. 

17. • v:i.> be j:^:-: ' -i}r -'or '^:.h:^ prapa:?*-- ti.on, r; o at , .rjid 

^'\i;\:.r?':.o:"^ ■ / or ^: otvv'^.;>t :vVv;c.^> . 

To -ra r-'. K.- :./r v". .^o;.; ";^a i v-^- ' v^f 1. '^^^ y U: :-.V::.\vf s :^ . - 

; . 1 ^"i :.; > r.r i ^ ' * " ;■ i x . 0 ; .■ •''^ , c. 

?0. i'o ;\^^si:-. t \yi J ■; " li::i^' -n v/i al hi\jh ^/hools, ot)>r:j: 
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I N S T R U C T 0 H S 



APPEr-7DIX 0 



D UriES AN D Pv:;^S PQKS I3ILITIES 

Mcrabers o.c the faculty at Schoolcraft College designated hy the 
title "Instructor** are responsible to the Vice President for 
Instruction, The primary duty of the instructor is to teach. The 
follov/ing responsibilities are considered sixjnif icant . 

1.. Teach courses in accordance v/ith the description published 
in the catalog/ 

2; Schedule k: ' 'ice 1" .;urs for :;tudent consultation and post 
these hour.s ■promineiii.-l.y . 

Meet all scheduled class o.cflcc: coiumitments ^ and final 
examinations as scheduled . 

4. Attend and participate in all scheduled faculty meetings 
unless exc-.r>ed by the appropriate admiaii:>traui ve officer 
or unless classeb onflict. 

5. Maintain atteudanco . -^cords of students and suJjirat 
required reports to vhe Registar's of rice, 

6. Prepare a.nd submit to the Rogistar grade re;;orts on .schedule • 

7. Subntit to the Director of Counseling reports on all 
;:;tudents v/ho i:he faculty raember believes are in need of 
counsel. 

8. At- ::nd and participate in all sch: :dulGd department 
vv^i. tings. 

■. 9« Coo]-:o>;:vLvi v;il:h his d^": artVK^nt 'in dovolooinq cowrst^ oiTclin^ s, 
10. I\ssis[: l\he Director in [:ha >naint^'-ji; -nco of tlie iaboratOi:y 
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A PPE NDIX P 

0 C C U P A T I 0 N A h THERAPY ASSISTANT 



C 0. O R D I N A T 0 R/I S T R U C T 0 R 
DUTIES AND RES PONSIBILITIES 

A. Instructioiicil Duties and Responsibilities: 

The instructional duties and responsibilities are the same -^^s. 
for any instructor. 

B. ' Cv'.,.orclination Dat::' ;^s and Rc.spOiisibilities : 

The coordination duties and responsibilities are de;:vcribed- 
halc\'r, * ■ 

1. j^valuate and :cecorrirriGnd ap;oropri?,t.e h. vpicil jites for 
0;::cizpational Therapy directed . -ractice . c tili^:^tj.on to 
the Director ot Health Careers. 

2. - ;..-nlist the assistance of hospital Occupational Thc^re.py 

Adniinistrc^tor as Affiliation Supervisors and conduct 
appropriate orientation sessions. 

3. Develop trie instructional directed pr-'.ctice cucsigmncnts 
i:or VlGo i:y A^i'iliation i^upervitiors . 

4. Schedule all freshmen and sophomore Occupational Therapy 
stvicivMits on a rotation .basis so that each student completes 
th^h ■::r-qui::od directed j)}:ao-;.ice tr:iining in .the various 
ho:>;.X^'^l ..;it-:;S. 

5. Cc:icv-K;t ■.!CK;^rdiua'-.or^-r fff i} iation r:up^^ ':vi^:or vi::^itations <lou: 
stvdnnt e valUv^-iv'.on after oach rotation p3r:'':--d, 

6. rv-wc'uGt coordinator- .vtv^'U'-.'t ti:on^:<^ren.c;; > iioy: .-^^ *! i-::.;\ion rnd 
r -'rir^t^-nce in problc^m o;:c^as • ' . 

7. A5 -n 0.;:v;:\:v\tirfnal Therapy Ad-ninif^ tra Lor , act as liair^oii 
V. !:.'.''.il^:?: a f t. Colli-ce" Vf.nd v:ha l^xnhyn:-:y\ -Or'aupatiora 1 

;■. r : :.' . t Ion in i .o-^'i ':x:arl:ii;.'vin'.j )i: a /-i^^h- '^ruali Ly 



RiC 



;^ :;■ ;"r':.!'jtii 1 O^; r, ■ ■ ^ 

i?^ i r . n t!">.e r--f'iUirad ..oi'/^rd"^:; -«'d :i::^por t!^5 * ■'' 

■ ■ ■ vo^ i i ivco of i* ir^i . :i t ■oiroo>.;' nn oijd ' > , - .' ". d • ; C< ^:':ivc-. 
too 0«"oO' ::i(;:. o- 3. ^■■/0"*ouy Pr-*'-;^ o-' ^ ■ ■ ■ 

■ Cs.j-fr j .-o'O : . "^'-p to-: ':0 -':'.0 L;;^0? 1 v\'-oo;^ : . i^y , ;:d O i f^; t . v he 

■ :/0'^ !^ 0■^^ 'O;' ■ a \0O,. ;.'Oi t -^vf Ot^ 'di^O i' ^ ■ ■■ ' V 

'! 1 ■■ •• -'^ ■ - .o"V; "'V'filo -^i.^h '-to . . jii;, l^•:■a on Ar;si:: ':;oo;:s. 

-'.J' ■ * • • i- o.-. ••■ a 0L:ou<^''O't* ioaol Tho:KO;.^y o.riiocoic' ».ipa '-od ':o':i*'^ ] 'it 

t^O; 0'.;«.; jp.;o;i--^^'i'^ 1 T--!.orc:,py P.r;o-jrrOii In , avyy oajbr^oc^i^jy-ii t .o,o.;:;;o:^u ita-- 
o. on barvo\{. 
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] I E D I c 7\ T, RECORDS T E C H N . 0 L 0 G Y 



C O 0 R D I M A- T 0 R S /I M S T R U C T 0 R S 

DUT: I^S a nd R bSPOrISIBIL'^:TIES 

A, Instructional Duties and Responsibilities : 

Tli^2 instructional duties and responsibilities are the same as 
for any instructor. 

B* Coordination Dvities and Responsibilities: 

The coordination duties and responsibilities are descril^cd 

fco3-Ow. The coordination portion of the Medical ,Rc'^;ords Technology 

Coordinator/Instructor load v/ill fcui equac^.d co four hours. 

1. ^■::valuate and rocc:i::aend-ayvvvop.ciatc hos:>: ;:al sites for 
laodical record directed pr^.L^tice ay:;i]./ .■■ion to cho Director 
of Health Careers. 

2. ; ist the assistance of hospital xMedical Record Adiiiinistrator 
ar^ Affiliation Supervisors and conduct appropriate orient- 
ation . SG3 s ions . 

3. Develop the instructional directed practice assi'jraaents for 
wzo by. Affiliation Supervisors. ' 

4. Schedule? all fresiiiTien and sophoraore medical record students 
on a rotation bar^is so that each student coriipletes the 
required di5:3Cte:'. practice training in the va^riou^:; ])0':Tpi-f:aI 
sites . ^ 

5. Covid\iCt coordinator-af ;:ilia tion jxupervisor visita{;ions for 
sfudeiit evaluation a<:l -r each y:otrition p;;n:iod. 

6. Conduct coordj.nator-sluzdcnt confarouccs for evaluation and 
ar:;i;-stance j.n p:;ohlcm areas. 

7- a '1e^jii^-cc\y:;:d ?"^v«: o>;d .■Id.ni'^ni;; cvator ^ a^^t as liai::^cn t:-^tva:"^n 

r*.-::v -H;)lara,f I: Cr^l lr:^e . iid tt,e a. ^;i^:a^ I-Tadical ::^-^on>Al a,iJia,:;Oia ^ t 

o» :tM ain. * he .;oou5.red r-^cords and roi/o:.;ts, 

9. ,-",inl-.ain cloae cni^r^wiu^cation v:ith rte ijijvoctor rd: Health 

r:^racv'5^ ^o i,yi:.are afviciant crirvvC'\:.icn and cantiT:^u«" 1 ■Vv'c- 
-fi v:tf ;:ta >::.'.dical. 7<v.w;:o>::d v'rr:b a* -lo^jy Pro:j;:\'.vj^ , 

10. C.;i7u;..= ;mao to dv;;VvV'i>p I '•a ■ «/-n- m, :^ l^i'.^o.;.- -'.'"^ry //aid /a'-.^.-ai: ^he 

. act ..v::^'al ,::-,vt.-d. • ' * , ' ^ 

11.. vo^ c^■.•/: * -r- , I'-tla ai^ h :;ta itai'^a^-il. on :-':d:van 1- '■d;iC:a;:ion 
■'•-i^e ;^ ^ -d. Vv.^-aw^. ait -i te ' i<::al a:ac"ord Tec]-aolji.*;gy 
. ?/a:Kjra-:t ar ; riib\vcqaaat c;carc;Lt>. i a tiij^ri pronra-n. 



